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Introduction to Billing

Overview of VISION Financial System
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Entered
\', <€ Data | |
Purchasing Travel -
& Expense \-/_
Contracts General Ledger P
Purchase Orders Journal Entries Travel Authorization l':
Requisitions / Cash Advance Data from
. Expense Report other Systems
> Commitment Control P ° €—>| _viHg,8DS, | | |
— etc. —
¢ Appropriation Budget
Ledger
Accounts [~ Accounts Pa
. yments to
Payable 7 Orga"'iiggzrewgﬂ \ Receivable Employees &
s|  Suppliers
Vouchers Deposits -
Payments PR N Pending Items \_/"
& AN
> Actuals Ledger -
< Reports -
CAFR, etc.
0 >
- Accrual/Adjust Ledger
Asset - Billing —
Management Invoi
nvoices Invoices &
—> Assets VT Grant . | Statements
r.a" “’| to Customers
Tracking
Grant Tracking J
Custom Module Contracts &
& > Purchase
-~ i >| Ordersto
= Budget Check Suppliers

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 the Billing Interface Spreadsheet. In the Billing module, bills are invoiced, accounting
entries are created, and invoices are printed. Once invoices are generated and printed, they are
loaded to the Accounts Receivable module as a pending group where they post to the customer’s
account as an open receivable. All completed Billing and Accounts Receivable activity creates journal
entries that post to general ledger.
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Billing Frequently Asked Questions

Why are my invoices blank when | print them?

You need to run the extract process. To ensure that you haven’t missed any other steps, please refer
to the Generate Invoices process starting on page 79 of this manual.

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 Generate Invoices process
starting on page 79 of this manual.
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Business Process, Reminders, Hints

General

e 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.vermont.gov/sites/finance/files/documents/Train _Support/VISION Manuals/Re
porting Manual/FIN-MonthEnd Reporting Manual.pdf

e Note: Remember to check that all invoices are processed within the current month.
Recurring Bill Templates (Department of Corrections)

e 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

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

e 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)

3. Print Invoices
4. Load Invoices to Accounts Receivable

e Single Action Job — An alternate method for generating invoices is now available to combine
the four steps for generating an invoice into a single process job. See details in the Single
Action Job section of this manual.

e 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.

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.
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Available Statuses of a Bill

NEW - Defaults when adding a manual bill

CAN - Cancel when you do not want bill to process

FNL - Finalized Bill — Not used by SOV (State of VT) at this time

HLD - Hold Bill — do not want to pick up in generate Inv Process

INV - Status of bill changes from RDY to INV when Finalize and Print process is run (Pre-Load)
PND - Pending Approval

RDY - User changes status to RDY once the bill has been entered and ready to process. Interfaced
bills automatically populate with a RDY status

TMP - Temporary Bill-Not used by SOV (State of VT) at this time
TMR - Temporary Ready Bill-Not used by SOV (State of VT) at this time
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General Info Page

Customer Pages and Descriptions

General Info

SetlD STATE

Name 2
Currency Code
Roles
Bill To Customer

Bill To Selection

D Ship To Customer
Ship To Selecticn

D 50ld To Customer
Sold To Selection

D Broker Customer

Bill To Options

Status Active

w.ﬁddmﬂ MHM12018 E2l

*Name 1 Training Example

Ship To Options

Customer ID NEXT

Sold To Options

Copy From Cusi
*since 11/11/2018 il

Q Rate Type Q.
n(:orrespondence Custom

Lo,

Correspendence Selection

Remit From Customer
Remit From Selection

Corporate Customer
Corporate Selection

DConsolidation Customer

Miscellaneous General Info

General Info Links

Level Regular
*Type User1

*Short Name |Training E

O

Consolidation Business Unit

-

O

W ¥ N OO U ok
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D Indirect Customer

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 on the Miscellaneous General
Information page's Former Name 1 field. When you change the value in the Name 1 field a
second time, Former Name 2 field appears on the page and is populated with the replaced
previous name

Level - Defaults as regular, accept default

Type - Defaults as User 1, accept default

Short Name - The system populates this field with the first ten characters of the Name 1 field
Currency Code - Enter or select USD

Rate Type - Enter or Select CRRNT for Current

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. Corporate customers default with the check box checked. Only bill to
customers can be correspondence or remit from customers

All other fields in this section of the page are not required/or used at this time.
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Support Teams Section

Support Teams Personalize | Find | View All | & | Q

Team Code

Ko -

Kem
Q

BGS

First ‘4 10f1 ‘2 Last

1. Team Code - Select a valid value — most departments will have only one selection
2. Default - Select the Default box
Address Locations Section

Address Locations Find | Wiew Al First ‘4 qof1 &' Last
+|[=
“Location D B Primary I:l Broer I:l Primary
Dsn pTo DPr'naq- D ndirsct DPr'nar]-
Description
D Sokd To D Primary D COMmaspondencs ABArass
D RFID Enabied AT Detaul VAT Sansiza Trezimen Setu
BAddre Find | View All Firsl ‘& 1of1 ‘&' L3st

Tax Code guage Code | En -
Physical Naturs - Whers Performed -
Attsrnats Nams 1 Atternate Nams 2

Country [USA |

55 Dhetails
“Effective Dats |1111/2013 £

- §

Linkad 5i=tes

g

Athe
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irass 1

o

&m - (_Q

Agdirags 2 View Phaone Information

city
iy

O-
7}

1. Location - The primary location — indicated by a 1 — is the address you use most often when
you contact the customer. Accept default

2. Bill To - Select bill to address. You must select one address as the primary bill to address.
Once you select the bill to box, select the primary box to make this the default billing address

3. Effective Date - Defaults with current date, accept default

4. Status - Defaults as Active, accept default

5. Country - Defaults as USA, accept default

6. Address 1 - Enter appropriate address (required field)

7. Address 2 - Additional line

8. Address 3 - Additional line

9. City - Enter appropriate data

10. County - Not a required field — can be left blank
11. State - Enter appropriate data or select valid value
12. Postal - Enter appropriate Zip Code
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Bill To Options Page

Find | Wiew All
~status  Acte

Rats Typs

Colisctor

Bl Inguirf Phons

General i || Bl To Optiens || Snip ToOptions || Sold To Opilens || Miksceliznecus Seneral infa
stD STATE Customer ID WEXT Traking Eample
To

“Effective Date | 1imzoE  |[§

Cumrancy Code

Responsibilities

Craumt anaiyst [+]
AR Spectanict &
Balling Sp=cialist [+1

Billing Options

Darsct Invodcing
D Fadaral Highway Fil

D Prompt for Billing Cummsncy
D Elsctronic Invoice

“Fraight BEl Typa  Shigping

Bl Typs
Billing Cycls idsntifisr
Invodca Form

Bl By kdentifier

AR Distribution Code

Hold Numbsr of Days

InterUnit Billing

GL Business Unit

Feeferance Qualfier Coos
Payment Method Options
Paymant Mathod
Draft Type
Darsct Debit Group

Bank sccount

Payment Terms
Paymant Terms ID
Description
Discount Gracs Days
Write-Off Info

Mamimum Write-Off Amount
Miamdmium Virite-0ff Percant

Bank Holiday Options
Bank Hollday Options
Daps

=

I:‘ interLinit Cuestomsr

2,
a
=1

Q,
-
[+3
a,
Dus Gracs Days
e
104
Mt Agalicaie -

Billing Authority

Billing Consolidation Data
Consolidation Key
stD 2

Customer ID

Blanket Purchase Orders
Biankst PO Numbsr
Start Date
End Dats

Order Management Cptions

I:‘ Purchass Crder Required
I:‘ Didezbda Pricss on Racsipt

Immediate Payment Options

D immediate Papmant Rsguirsd

Dposit Parcant

Aging ID a

Draft Documsnt Rsguirsd e
Dwatt Approval .
Dirsct Debit Profis 1D o

Creiit Card Profils

Fayment Predictor Options

D Partial Pagmant Switch
D Papmant Predictor Hold

M=thod

Deys Until Write-Off

Allow due date In next month

Firet ‘4

Q,

Credit Analyst and Collector - Credit Analyst and Collector are required fields for bill to

customers

All other fields - Accept
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Screen Shots and Descriptions for Manual Bills Pages that are Used by SOV

Header - Info 1

Header - Info 1 Line - Info 1

Unit 01100 Invoice NEXT Fretax Amt 0.000

ycle 1D

tatus |NEVY Q Invoice Date
*Type Q Source L« } Frequency Once -
*Customer Q - Vied SubCust1 bCust2
*Invoice Form Q From Date Xl To Date 5]

Accounting Date

Pay Terms Q Pay Method Check - =
Remit To Q Bank Account Q
Sales e} Bill Inquiry Phone s}
Credit Q, Collector QA
3 Billing Authority 3

Billing Specialist Q

Go to: Header Info 2 Address Copy Address
Notes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation Header - Info 1 - Prev  Next
x.\ll Sawve ||[=] Motify i* Refresh =% Add | Update/Display
Header - Info 1| Ling - Info 1
1. Status - Defaults as NEW, to process bill change status to RDY

2. Invoice Date - Not a mandatory field. Field is populated with the date established at the pre-
process and finalization. The invoice date cannot be entered on this page

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

4. Source - This field shows how this bill was added to VISION. Example: Manual entry, Interface
etc.

5. 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

6. Customer - Enter a valid customer for whom you are billing

7. Cycle ID - Associates a billing cycle (monthly, on-demand, quarterly) with a recurring or
installment bill

8. Invoice Form - The invoice form code is an identifier for the formatting options that
determines the sorting and summarization levels for invoice information. XP_PS/GEN is the
default that is currently used.

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

10. Pay Terms - Payment terms govern the length of time that a customer has to pay an item
11. Pay Method - Defaults as CHK

12. Remit To/Bank Account - Defaults from the bill Type that was selected. Varies with
departments. Established with setup
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Header - Info 1 Line - Info 1

Unit 01100

*Type

*Customer
Invoice Form

Accounting Date
Remit To
Sales

Credit

illing Specialist

Notes

Xpress

Summary

[l Save || =] Notify

Header - Info 1] Line - Info 1

Invoice NEXT

Status NEW

Header Info 2

Entry

Bill Search

=% Refresh

b
-t

e

0

fe)

Pretax Amt

Invoice Date
Source
~View Activity SubCust
From Date

Pay Terms

nk Account

Bill Inquiry Phone

Collector

Billing Authority

Addrezs Copy Address

Attachments

Line Search

0.000

Cycle ID
Q *Frequency Once
SubCust2
3] To Date
Q Pay Method Check

Q
Q
Q

Navigation Header - Info 1 -

Page Series

Prev

[} Add

Next

| Update/Display

13. Accounting Date - Accounting date defaults from the date established at the Finalize and
Print Pre-process from generate invoices. Accounting date cannot be entered on this page

14.
15.

Remit to and Bank Account - Remit to bank account where the payment is to be deposited

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

16.

invoices for customers to call if they have questions about their bills

17

Bill Inquiry Phone - Defaults from Bill Type selected. The bill inquiry phone is the number on

. Credit - Defaults from Bill Type selected. This is a mandatory field and currently populates

with the department abbreviation. Example: Building and General Services = BGS

18.

Collector - 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 #

19. Billing Specialist - 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.
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Line-Info 1

Header - Info 1 Line - Info 1
Unit 01100 Bill To BGS34 Pretax Amt 0.00 USD &
Invoice NEXT BGS PRINT SHOP = & Max Rows 9% 3 =
Bill Line Find | View All  First ‘4 10f1 ‘b Last
+| =
Line
Seq 1 Net Extended 0.00
Table e} Identifier Q Description
Quantity From Date Bl
Unit of Measure Q To Date _'3-;]
nit Price Line Type |REV 2 [#accumulate
Gross Extended Tax Code @ [[vax Exempt
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
Go to: Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Entry Page Series
Summary Bil Search Line Search Navigation Line - Info 1 - Prev  Next
[§] Save ||[=] Notify | |2 Refresh Ls Add | Update/Display
Header - Infe 1] Ling - Info 1

1. 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

Quantity - Enter the quantity requested

Unit of Measure - Defaults from identifier selected

Unit Price - Defaults if price is associated with identifier or enter correct unit price

N o u s w N

Gross Extended - Populates when page is refreshed or saved
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Accounting — Rev Distribution

Click on Accounting link on the Line - Info 1 page:

Go to: Ling Info 2 Tax Discount’Surcharge
MNotes Express Entry Page Series
Summary Bill Search Line Search Navigation Line - Info 1 hd Prev  Next
_[,'ﬂ Save ||[E=] Motify v Refresh |_% Add .| Update/Display
Header - Info 1 | Line - Info 1
The Revenue Distribution page opens:
Header - Info 1 Line - Info 1 Revenue Distribution
Unit 01100 Bill To BGS34 Pretax Amt 0.00 USD [EE) L
Invoice NEXT GS PRINT SHOP E = Max Rows o F =
Bill Line Find | View Al First ‘4 10f1 & Last
Seq 1 Line o
Identifier
Bl Creates GL AcctE
ill Line Distribution - Rejenue personflize | Find | Viefl | 2] E frrst @ 10t1 0 Last
ctg Information nce Information K
Code Account Fund Dept Program Class Affiliate Project Percentage Amount
£ =) Q Q QL Q Q Q Q Q 0.00
4 | i b
Percent 0.00 Amount 0.00 Gross Extended 0.00
Go to: Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Entry Page Series
Summary Bill Search Line Search Navigation Acctg - Rev Distribution - Prev  Mext
[§] save ||[=] Notify || ¥ Refresh |os Add 2| Update/Display
Header - Info 1| Ling - Info 1 | Revenue Distribution

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

® N O VoA w N

. Amount - Populates from the Line - Info | page

Billing Manual - May 2019

Page 15 of 162



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 of setting
up customers in VISION.

Depending on your department’s specific needs, 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.

Note: Auto numbering requires specific setup in VISION.

Departments entering customers for Federal draws are using auto numbering without a prefix. On the Add
A New Value page an auto number will be assigned once a customer is entered and saved Ex: 1001 etc.

WorkCenter navigation: Billing WorkCenter > Links pagelet > Customer Accounts > General
Information

Navigator menu navigation: Customers > Customer Information > General Information

The General Information search page displays, click on the Add a New Value tab:

General Information

Find an Existing Yalue Add a New Value

SetiD[STATE |Q
Customer ID|NEXT a,

Add

1. SetlD - Defaults with STATE — Do not use STATE, Enter customer(s) under appropriate
Business Unit or generic SetID.

BGS uses a list of customers that are shared between many Business Units and must use a
SetID = BGS when establishing new customers

DOC uses a list of customers that are shared between many Business Units and must use a
SetID = DOC when establishing new customers

All other departments must use a SetID = their own Business Unit
2. Customer ID - Enter New Customer ID. Do not use NEXT unless this a new Federal customer

3. Click Add
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The Customer General Info page displays:

©® N o u A

General Info Bill To Options

SetlD 01110

e Ce T —

*Date Added [10/12/20128 |[5]

Ship To Options

Sold To Options Miscellaneous General Info

Customer ID ST100

*Since|[10/12/2018 |[]

|‘Name 1[vision 9.2 Upgrade

Name 2

I Currency Code |USD a, I

I Rate Type|CRRNT Q I

Roles
Bill To Customer
Bill 10 Seleclion

O Ship To Customer
Ship To Selection

[[J sold To Customer
Sold To Selection

[ Broker Customer
[ indirect Customer

Federal Attributes

[J Federal Customer

Cormrespondence Customer
Correspondence Selection

Remit From Customer
Remit From Selection

Corporate Customer

Corporate Selection

I consolidation Customer

Trading Partner Code

[ Appropriation Symbol Not Required for Reimbursable Agreements

Support Teams

Team Code Default

IFM Q ¥ |

Address Locations

*Location 1

Description

General Info Links

Level _Regular hd
Type[Use i V]

I ~short Name ViSION

Consolidation Business Unit

Disbursing Office

Personalize | Find | View All | 2] B First ‘&' 1of1 &

Description

FM
MBinTo ] Primary
O Ship To O Primary
[ so1d To O Primary

[IRFID Enabled

VAT Default

Last

[ =

FH[=

Find | View All First ‘& 1of1 &/ Last
[ Broker O Primary
indirect O Primary

Oco rrespondence Address

VAT Service Treatment Sefup

Name 1 - Enter customer Name

Short Name - Enter a short name or accept default of the first ten character from Name

Currency Code - Enter USD

Rate Type - Enter CRRNT

Roles Section

e Check the box to the left of Bill To Customer (Correspondence Customer and Remit From

Customer will automatically select)

e Corporate Customer selection defaults, accept default

Support Teams Section

e Add Team Code - click on the magnifying glass for selection. The team entered is
automatically selected as the default.

10. Scroll to the bottom of the General Info page to Address Locations
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Reminder: Complete address required. Address1, City, State and Zip

Address Locations Find | View Al First (4’ 10f1 ‘& Last
#[=]
[ gill To [+ Primary [ Broker O Primary
— LE'mrH!-I [Ewmn-l Mindirect O primary
Description| 109 State Street [ sold To O Primary DConespondence Address
1 RFID Enabled VAT Default WAT Service Treatment Setup
Address Details Find | View All First ‘4’ 10f1 ‘% Last
F[=
I‘Eﬂeclive Date|[10/11/2018 I *Status
Tax Code Language Code | English ~
Physical Nature| v Where Performed | v|
Alternate Name 1 Alternate Name 2

Country |USA |Q United States

[Address 1 Finance and Management
(Address 2 | 109 State Street View Phone Information
(Address 3
City |Montpelier [in City Limit
County Postal |05609-0401
state VT Q

General Info Links

[Flsave || Motify % Refrech E Add #] Update/Display jj Include History L;J Correct History

Location - Leave default of 1

Enter Description - Enter appropriate location description (not mandatory)
Select Bill To - Select Bill To

Select Primary - Select Primary checkbox

Ship To - Primarily used by department of BGS

Sold To - Primarily used by department of BGS
Effective Date - Leave as default, Current Date

Status - Leave as default, Active

© ©® N O U A WN R

Country - Leave as default USA or click on magnifying glass and choose a valid value
10. Address 1 - Enter appropriate Customer Street Address

11. Address 2 - Enter appropriate data if applicable

12. Address 3 - Enter appropriate data if applicable

13. Enter City, State, Postal - Enter appropriate city, state, and zip for the Customer
14. County - Leave value blank

15. Click on the Bill To Options tab
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The Bill To Options page displays:

Customer Bill To Options

I“Eﬂective Date [10/12/2018 |[3] I

Currency Code USD

Responsibilities

I Credit Analyst [FM =Y 1

AR Specialist

el

Billing Specialist Q

Billing Options
¥ Direct Invoicing
[ Federal Highway File

O Prompt for Billing Currency
CJElectronic Invoice

*Freight Bill Type | Shipping ~
Bill Type (&}

Billing Cycle Identifier
Invoice Form

Bill By Identifier

50805

AR Distribution Code

Hold Number of Days

InterUnit Billing
[ interunit customer
GL Business Unit QL

Reference Qualifier Code Q

General Info Bill To Options Ship To Options Sold To Options Miscellaneous General Info

SetlD 01110 Customer ID ST100 Vision 9.2 Upgrade

Find | View All First ‘4’ 10of1 '} Last
= =
] RS

Rate Type CRRNT

Collector|FM &)
Bill Inquiry Phone QL
Billing Authority Q

Billing Consolidation Data
Consolidation Key
SetiD e}

Customer ID QR

Blanket Purchase Orders
Blanket PO Number
Start Date el
End Date £
Order Management Options

[ Purchase Order Required

[ pisable Prices on Receipt

Immediate Payment Options

[Jimmediate Payment Required

Deposit Percent

Aging ID Q

16. Effective Date - Accept Current Date default
17. Status - Accept Active Default

18. Credit Analyst - Enter appropriate credit analyst or click on the magnifying glass for selection

19. Collector - Enter appropriate collector or click on the magnifying glass for selection

20. Click Save

Enter a New Customer 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.

WorkCenter navigation: Billing WorkCenter > Links pagelet > Customer Accounts > General

Information

Navigator Menu navigation: Customers > Customer Information > General Information

The Customer General Information page displays:

Search

General Information

Find an Existing Value

Search Criteria

SetiD[= ]
Customer ID[ begins with |/ STO01
Name 2| begins with |
Te ep"cne
City[[begins with v
Posta Ccde
Cinclude History
Limit the number of results to (up to 300). (300

Clear

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

Add a New Value

01110

20

[Jcase Sensitive

]
Basic Search 2 Sawve Search Criteria

1. SetID - Enter the appropriate business unit or SetID (BGS or DOC)

2. Customer ID - Enter appropriate Customer ID

3. Click Search
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The Customer General Information page displays:

*Date Added 06/28/2002 |[W]
*Name 1 |Agency of Administration
Name 2
Currency Code USD Q
Roles

Bill To Customer
Bill To Selection

O Ship To Customer
Ship To Selection

[ sold To Customer
Sold To Selection

[ Broker Customer

[indirect Customer

Sold To Oplions

General Info Bill To Opticns Ship To Oplicns
SetiD 01110 Customer ID STOD1
“status

Mizcellaneous General Info

General Info Links [_More v]

Level

*Short Name Admin

*Since |D6/28/2002  |[W

Rate Type CRRNT L&}

Correspondence Customer
Correspondence Selection

[ Remit From Customer
Remit From Selection

Corporate Customer
Corporate Selection

[ consolidation Customer Consolidation Business Unit

Address Locations

*Location 1

Description 109 State Street

Address Details

*Effective Date | D6/25/2002

Tax Code

Find | View All First ‘4’ 10of1 ‘&' Last

Physical Nature

HE
M Bill To M Prima y [ Broker O Primary
O Ship To O Primary Cindirect O Primary
[ sold To O Prima y O Correspondence Address
[ rFID Enabled AT Default WAT Service Treatment Setup
Find | View All First ‘4 10f1
“sttus

Language Code| English v|

v Where Performed | ~|

Alternate Name 1

Country |USA |Q

Address 1 103 State 5t 5th Fir

United States

Address 2 “iew Phone Information
Address 3
City |Montpelisr Cin city Limit
County Postal |05609-0201
State |VT a ermont
General Info Links [ . More ~]
§lSave ||&* Return to Search %] Motify | |24 Refresh [Es Add JF] Update/Display _;'1 Include History

Alternate Name 2

(General Info | Bill To Options | Ship To Opfions | Sold To Options | Miscellaneous General Info

4. Click on the +icon in the Address Details section to open a new effective dated row
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Address Locations

*Location 1

Description 109 State Street

Address Details

Address Details
*Effective Date 01/1%/2019
Tax Code Q

Find | View All First

FH[=

M il To A Primary [ Broker Oa Primary
Oa Ship To Oa Primary Oindirect Oa Primary
[ sold To O Primary O Correspondence Address
[ RFID Enabled AT Default WAT Service Treatment Setup

Find | View All First 10f2 '* Last

HE
“Status

4 10of1 'V Last

Language Code| English

v|

Physical Nature |

Alternate Name 1

Country [USA O

United States

~ Where Performed |

]

Alternate Name 2

I Address 1 |108 State St 4th Fir
r 2

Address 3
City |Montpelier
County
State VT Q. Vermont
'l Save | foh Return to Search | |[&] Nofify | 2% Refresh

View Phone Information

Cin city Limit
Postal [05609-0201

General Info Links [._More

]

Display

General Info | Bill Te Options | Ship Te Opticns | Sold To Opfions | Miscellaneous General Info

] Include History

5. Enter the new address information

6. Click Save

The General Information page is refreshed with the new customer address:

Address Locations

*Location 1

Description 109 State Street

Address Details

Address Details
*Effective Date 01/1%/2019
Tax Code Q

Physical Nature |

Alternate Mame 1

Country [USA |0
Address 1 108 State St 4th Fir
Address 2

Address 3

City Montpelier
County

State VT Q. Wermont

'HlSave ||ah Return to Search

=] Motify

United States

4 Refresh

Find | View All First ‘4’ 10of1 ‘&' Last
HE=
M il To A Primary [ Broker Oa Primary
Oa Ship Te Oa Primary Oindirect Oa Primary
[ sold To O Primary O Correspondence Address
[ RFID Enabled VAT Default VAT Service Treatment Setup
First 1of2 '*' Last
HE=
“Status
Language Code| Englizh v|
~ Where Performed | ~|
Alternate Name 2
“iew Phone Information
Cin city Limit
Postal (05609-0201
General Info Links [._More V]
[EL Add F ] Include History

General Info | Bill To Options | Ship To Opfions | Sold To Opfions | Miscellaneous General Info

7. Click the View All link
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The General Information page is displayed with both effective dated rows. The first row is the latest update:

Address Details

Address Details
[Effective Date 017192019 | |

Tax Code aQ,

Physical Nature|

Alternate Name 1

Country |USA |0 United States

Address 1 [109 State 5t 4th FIr
Address 2

Address 3
City \Montpelier

County
State (VT Q. “ermont

| -Eftective Date 057252002 |

Tax Code

Physical Nature

Alternate Name 1

Country [USA |Q United States

Address 1 109 State St Sth Fir
Address 2

Address 3
City |Montpelier

County
State [VT a Wermont

‘5] Save ||a* Return to Search ] Notify ||:* Refresh

Oin city Limit

Find | Miew 1 I First ‘& 1-20f2 ‘»' Last

Postal 05609-0201

in city Limit

=
*Status [Active v
Language Code [English v
Where Performed | v
Alternate Name 2
“fiew Phone Information
[#[=]
*Status [Active v
Language Code | English v|
Where Performed | ]

Alternate Name 2

“Wiew Phone Information

Postal |05609-0201

General Info Links|...Mors ~|

|=% Add £ Update/Display _;'I Include History

Maintain/Update Customer Name and/or Address is Complete
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Maintain/Update Customer Name and/or Address in Correct History Mode

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. A small number of individuals
can update customers using correct history. This exercise is used only if the customer does not have
any open receivables.

WorkCenter navigation: Billing WorkCenter > Links pagelet > Customer Accounts > General
Information

Navigator Menu navigation: Customers > Customer Information > General Information

The Customer General Information page displays:

General Information

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

Search Criteria

ISetlDu ISTATE x|Q
ICuslomerID begins with Q
Name 1| begins with v
Name 2
Telephone
city[begins wih V]
State[begins wih ]

Postal Codelm

include History I O correct History I [ case sensitive
Limit the number of results to (up to 300). 300

]
Search Clear | Basic Search 2 Save Search Criteria

8. SetID - Enter the appropriate business unit or SetID (BGS or DOC)
9. Customer ID - Enter appropriate Customer ID

10. Select Correct History

11. Click Search
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The Customer General Information page displays:

General Info Bill To Options Ship To Options Sold To Options Miscellaneous General Info VT Personal

SetiD 01110 Customer ID ST003 General Info Links[...More v
*status[Acve V] Lovel [Reguiar V|
*Date Added 06/28/2002  |[5] *Since|06/28/2002 |5 Type|User1 |
—
I“Nﬂme gllFinance and Managements| x *Short Name |[FM
Name 2
Currency Code USD a, Rate Type |[CRRNT a,
Roles
Bill To Customer Correspondence Customer
Bill To Selection Correspondence Selection
O Ship To Customer Remit From Customer
Ship To Selection Remit From Selection
[Isold To Customer Corporate Customer
Sold To Selection Corporate Selection
I Broker Customer [Iconsolidation Customer Consolidation Business Unit

[lindirect Customer

Country USA |3 United States
Address 1 Finance & Mgmt

Address 2 109 State St 5th FIr View Phone Information

Address 3
City Montpelier Olin City Limit
County Postal 05609-0401
State VT Q Vermont
General Info Links [._More v|
I [l save !5\-“ Return to Search | |[=] Notify || s Refresh -4 Add || 3| Update/Display &1 Include History 22 Correct History
General Info | Bill To Options | Ship To Options | Sold To Options | Miscellaneous General Info | VT Personal ﬂ

Warning: Changing certain fields within the customer pages require you to use Correct
History. If you tried changing one of those fields without selecting or clicking on the

Correct History button you will receive the following error message: Cannot change
current or history records unless in correction mode

12. Name 1 - Enter new/updated name in the Name 1 field (overwrite)
13. Click Save
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The Customer Name has been updated:

General Info || Bill To Options Ship To Options Sold To Options k\scellaneous General Info I’T Personal
setiD 01110 Customer ID ST003 General Info Links [...More M

saus[Adve V] Level [Regiar |

*Date Added 06/28/2002 |[5] *Since 06/28/2002 |[3] “Type[User1 v/

I“Nﬂme 1 |Financial Operations I *Short Name |[FM
Name 2
Currency Code |USD &} Rate Type CRRNT &}
Daolos

14. Click on the Miscellaneous General Info tab

The Miscellaneous General Information page is displayed:

General Info Bill To Options Ship To Options Sold To Options Miscellaneous General Info VT Personal

SetlD 01110 Customer ID STO003 Financial Operations

Miscellaneous General Info
*Name 1 Financial Operations
Name 2

Name 3

Former Name 1 |Finance and Management

Former Name 2

Tax ID
Supplier SetiD Q Supplier ID Q. Supplier Information
Workflow User &}
Customer Web Site Go To Website URL
Stock Symbol Go To Stock Symbol

Sub Customer Information

[ subCustomer
SubCustomer 1 SubCustomer 2
Last Maintained 10/30/2018 Last Maintained By User ID RSMITH1
General Info General Info Links[._More v|
[FlSave | (2" Return to Search =] Motify | = Refresh | % Add | | Update/Display &1 Include History 2 Correct History

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

Former Name 1 field displays the original Customer Name 1

8. Click the General Info link
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The General Information page is displayed:

*Date Added |06/28/2002  |[5] *Since |06/28/2002 |[{]
*Name 1 Financial Operations
Name 2

Currency Code[USD | @ Rate Type CRRNT s

Roles
Bill To Customer
Bill Te Selection

[ ship To Customer
Ship To Selection

orespondence Selection

Remit From Customer
Remit From Selection

[ sold To Customer Corporate Customer
Sold To Selection Corporale Selection
[ Broker Customer consolidation Customer

[indirect Customer
Federal Attributes
[Jrederal Customer Trading Partner Code
[Jappropriation Symbol Not Required for Reimbursable Agreements
Support Teams
Team Code Default Description

FM Q ) FM

Address Locations

Correspondence Customer

General Info || Bill To Options || Ship To Options | Sold To Options || Miscellaneous General Info || VT Personal ~
setiD 01110 CustomerID ST003 , General Info Links
R T—]

R (s —

*Short Name FM

Consolidation Business Unit

Disbursing Office

Personalize | Find | View All | G| B First ‘&' 1of1 ‘»' Last
=E=

Find | View Al First (4 10f1 * Last

=HE

Scroll down to the Address section of the page to edit the address information.

Address Locafions

Address Details

*Effective Date 06/29/2002
Tax Code

I RFID Enabled

Physical Nature v

Alternate Name 1

Country |USA O United States

Find | View All First ‘4’ 10f1 '®' Last
[+][=]
= ocation 1 Bill To Primary [ClBroker Ol primary
o [} Ship To [} Primary [indirect [} Primary
Description|109 State Street [ sold To [ primary [Jcorrespondence Address

VAT Default

Find | View All First

VAT Service Treatment Setup

4/ 1of1 ‘B Last

Language Code English

Where Performed |

Alternate Name 2

Address 1 |Finance & Momt
Address 2 | 109 State St 5th FIr

View Phone Information

Address 3

City | Montpelier

County
State |VT aQ Vermont
| [5] save !J*‘ Return to Search =] Notify || ©* Refresh

[in city Limit
Postal [05608-0401

General Info Links [_More

[h Add | %] Update/isplay || & Include History

)

mect History

b=
&

General Info | Bill To Options | Ship To Opfions | Sold To Opfions | Miscellaneous General Info | VT Personal

9. Add new effective dated row in the Address Details by clicking on the Plus sign. A new row is

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

effective dated row

10. Address 1 line - Enter the new address information

11. Click Save
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The General Information page is refreshed with the new customer address:

Address Details FindI\.‘iewAIl I First ‘4 1of2 ‘P Last

[ [=]
Address Details
*Effective Date 10/30/2013 *Status
Tax Code a, L Code |English v
Physical Nature | v Where Performed | v
Alternate Name 1 Alternate Name 2

Country USA |Q  United States

Address 1 |Finance Operations

Address 2 109 State St 5th FIr View Phone Information

AQGTess 3
City [Monipelier Clin city Limit
County Postal |05609-0401

State |VT @ vermont

General Info Links [._More v

12. Click on the View All link

The General Information page is displayed with both effective dated rows. The first row is the latest update:
Address Details

Find | View 1 I First ‘4’ 1-20f2 ‘b Last I

[+ =]

Address Details

| Effective Date 1013022018 | || *Status [Active |

Tax Code Q, L Code English v]

Physical Nature v Where Performed | v

Alternate Name 1 Alternate Name 2

Country |USA |C,  United States
Address 1 |Finance Operations
Address 2 |109 State St 5th FIr
Address 3

View Phone Information

City |Montpelier in City Limit
County Postal (05609-0401

State |VT Q. vermont

I *Effective Date 06/29/2002
Tax Code

I T —

Language Code [English V]

Physical Nature v Where Performed | v

Alternate Name 1 Alternate Name 2

Country |USA |Q United States
Address 1 |Finance & Mgmt
Address 2 |109 State St 5th FIr
Address 3

View Phone Information

City |Montpelier [in city Limit
County Postal 05609-0401

State |VT Q Vermont

Maintain/Update Customer Name and/or Address in Correct History Mode 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.

WorkCenter navigation: Billing WorkCenter > Links pagelet > Set Up > Charge Code

Navigator Menu navigation: Set Up Financial\Supply Chain > Product Related > Billing > Setup >
Charge Code

The Charge Code page displays, click on the Add a New Value tab:

Charge Code

Find an Existing Value || Adda New Value

SetiD [STATE |3
Billing Currency Q
Billing Charge 1D

Add

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

2. Billing Currency - USD

3. 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

4. Click Add
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The Charge Code page displays:

Charge Code Charge Code 2
SetlD STATE Currency USD Charge ID PENCIL#4
Charge Code Find | View All First ‘4 10of1 ‘®' Last
[Ertective Date D1/122012 | Status [Active ~ [+ (=]
Lunitormeasure| 1 |
Long Description =

' ‘] Motify + Add 2| Update/Display E | Include History

Charge Code | Charge Code 2

254 characters remaining

Revenue Distribution Code Q
Tax Group Q, Transaction Type [Sale v
VAT Group Q, Transaction Sub Type [None v

5.

6
7.
8

10.

11.

12.

Effective Date - Defaults with current date
Status - Defaults as Active
Unit of Measure - Select valid value

List Price - 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.

Warning: List Price is required for a Charge Code/Identifier that will be used with the Billing
Interface.

Description - Enter a brief description.

Long Description - If description field was not long enough you could add additional
information in the long description.

Note: Long Description does not appear on invoice.

Revenue Distribution Code - Select valid value — Revenue distribution code if selected will
automatically populate the accounting entries page when entering an invoice. If you need a
new revenue distribution code or to update an existing one, contact the VISION Helpdesk.

Warning: Revenue Distribution Code is required for a Charge Code/Identifier that will be
used with the Billing Interface.

Note: All other fields accept default. The State of Vermont does not use Tax Group or Vat
Group fields. Charge Code 2 page is not currently used.

Click Save
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The Charge Code page displays:

Charge Code Charge Code 2

SetlD STATE Currency USD
Charge Code

Charge ID PEMNCIL#4

Find | View All First ‘&' 10f1 &/ Last
*Effective Date [01/19/2019 Status =
*Unit of Measure | DOZ | Q List Price 2.5000
*Description [#4 Pencil
Long Description [Cne dozen #4 pencils

234 characters remaining

Revenue Distribution Code Q,
Tax Group Q Transaction Type [Sale M
VAT Group Q Transaction Sub Type [None M
[§save ||[=] Notify

|4 Add 2| Update/Display )_‘l Include History

Charge Code | Charge Code 2

Charge code is now available for use in billing.

Enter a New Charge Code 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.

WorkCenter navigation: Billing WorkCenter > Links pagelet > Setup > Charge Code

Navigator Menu navigation: Set Up Financial\Supply Chain > Product Related > Billing > Setup >

Charge Code

The Charge Code search page displays with the Find an Existing Value tab active.

Charge Code

Search Criteria

Uinclude History

| Search

Find an Existing Value

Limit the number of results to (up to 300):

Clear

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

Add a New Value

SetiD[= v/| STATE]| x @
Billing Currency | begins with QL

Billing Charge 10| begins with
Description| begins with

Ul correct History [ Case Sensitive
300

=]
Basic Search = Save Search Criteria

1. SetID - Defaults as STATE, Charge codes are set up under your Business Unit

2. 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

3. Click Search
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Search Results display:

Search Results

View All First ‘4 14of4 ‘B Last
SetlD Billing Currency Billing Charge ID Description Unit of Measure List Price
01151 UsD Q000 16mm 100" roll processing only EA 32
01151 050 qo00 Tomm 100 roll processing only EA L)
01151 UsD Q000 16mm 100" roll processing only EA [i]

4. Click on first row in Search Results list

The Charge Code page displays with your selection:

Charge Code Charge Code 2

setlD 01151 Currency USD Charge 1D 9000

Charge Code Find | view All First '+ 10f4 » Last
I “Effective Date [10/31/2018 I I Stﬂtusl
*Unit of Measure EA | Q List Price 6.0000

*Description 16mm 100" roll processing only

Long Description (Edl

254 characters remaining

Revenue Distribution Code MI-REV Q *Revenue Recognition Basis [Invoice Date v
Tax Group Q Transaction Type [Sale V|
VAT Group Q Transaction Sub Type [None V]
J=1J|Save ‘ot Return to Search Previous in List +=| Nextin List | Motify |+ Add 2| Update/Display nclude History M

Charge Code | Charge Code 2

5. Click on button to add a new effective dated row. This row will carry forward all
information from the last effective dated row

6. Effective Date - Defaults to today and may be overridden

7. Status - Defaults to Active and may be changed to Inactive to discontinue use of this code

8. Change other value as necessary - List Price is an example of a common effective dated

change to a Charge Code
9. Click Save

Maintain a Charge Code is Complete
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Entering Manual Bills

Possible situations when this function is used: To create an invoice to bill for goods or services, for
state or non-state customers.

WorkCenter navigation: Billing WorkCenter > Links pagelet > Maintain Bills > Standard Billing
Navigator Menu navigation: Billing > Maintain Bills > Standard Billing

The Bill Entry Search page displays, click the Add a New Value tab:

Bill Entry

Find an Existing Value Add a New Value

Business Unit| 01100 |3
Invoice NEXT
Bill Type Identifier i
Bill Source QL
Customer QL
Invoice Date
Accounting Date

Add

Invoice Date and Accounting Date are assigned when the invoice is generated. They are not available
for editing.

1. Business Unit - Accept defaulted Business Unit or Enter valid value

2. Invoice - Defaults as NEXT accept default. System assigns sequential invoice # when invoice is
saved

3. Bill Type Identifier - Leave blank or enter valid value (Bill types are set up specific to a
Business Unit)

4. Bill Source - Leave blank or enter valid value
5. Customer - Leave blank or enter valid value

Notice: Filling in the fields above will save you time as they populate the Header - Info 1
page automatically.

6. Click Add
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The Header - Info 1 page displays:

Header - Info 1 Line - Info 1
Unit 01100 Invoice MNEXT Pretax Amt
Status [NEW aQ Invoice Date Cycle ID [MONTHLY Q
“Type AO Q Source MANUAL Q, “Frequency[Once /] =)
*Customer BGS17 s} ~View Activity SubCust1 SubCust2
BGS COMMISSIONERS OFFICE
*Invoice Form XP_PS/GEN Q From Date 1 To Date El
Accounting Date Pay Terms DUR [s} Pay Method [Check v &
Remit To |ADM Q Bank Account 001 Q
Sales BGS Q Bill Inquiry Phone 802-828-3078 QaQ,
Credit|BGS &} Collector BGS QL
Billing Specialist CTOUCHET Q Billing Authority Q
Caitlin Touchette
Goto Header Info 2 Address Copy Address
Notes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation [Header - Info 1 V| Prev  Next
il Save ||[=] Notify &4 Refresh 5 Add | Update/Display

7. Status - Defaults as New accept default

8. Invoice Date - The invoice date is assigned when the invoice is generated. The field is not
available for editing

9. Type - Select valid value (mandatory field). Once selection is made the following fields will
populate, Cycle ID, Invoice Form, Pay Terms, Pay Method, Remit To, Bank Account, Bill inquiry
Phone, Billing Specialist.

10. Source - Select valid value (MANUAL) <\ or Populates if entered on the Add a New Value page
11. Frequency - Accept default — Once
12. Customer - Select valid value . or Populates if entered on the Add a New Value page

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

13. Click Line - Info 1 tab
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The Line - Info 1 page displays:

Header - Info 1 Line - Info 1
Unit 01100 Bill To BGS17 Pretax Amt 0.00 USD
Invoice NEXT BGS COMMISSIONERS = & Max Rows 99 3] [¥
OFFICE
Bill Line Find | View Al First ‘4" 10f1 '*' Last
[#][=]
Line
Seq 1 Net Extended 0.00
I Table Q. I I Identifier QI Description
Quantity From Date 1]
Unit of Measure Q To Date El
Unit Price 0.0000 Line Type REV Q Accumulate
Gross Extended 0.00 Tax Code Q@ [Tax Exempt
Exempt Cert &}
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
Go to: Line Info 2 Tax Accounting Discount/Surcharge
Motes Express Eniry Page Series
Summary Bill Search Line Search Navigation [Line - Info 1 v| Prev  Next
il Save || [Z] Notify E: Add | Update/Display
Header - Info 1 | Line - Info 1

14. Table - Select or enter ID - PS/Billing Charge ID.

15. Identifier - Select valid value “X. This field is also known as Charge Code.

16. Description - Populates from Identifier (Charge Code)

17. QTY - Enter quantity

18. Unit of Measure - Select valid value “. or automatically populates from Identifier (Charge

Code)

19. Unit Price - Enter price or automatically populates from Identifier (Charge Code)

20. Click Refresh to populate the gross extended amount, see page below
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Identifier AL-01

Header - Info 1 Line - Info 1
Unit 01100 Bill To BGS17
Invoice NEXT BGS COMMISSIONERS
OFFICE
Bill Line
Seq
Table ID
Quantity 15.0000
Unit of Measure EA G,
Unit Price 1.0000
Gross Extended 15.00
Less Discount 0.00
Plus Surcharge 0.00
Net Extended 15.00
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 15.00
Goto: Line Info 2 Tax
Motes Express Entry
Summary Bill Search Line Search
|5l save ||[=] Notify % Refresh
Header - Info 1 | Line - Info 1

Pretax Amt

E &

Max Rows

From Date
To Date
Line Type REV
Tax Code
Exempt Cert

Accounting

15.00 USD

P Lo EH

99 [3 =

Find | View All

Net Extended 15.00

Description Auto Liability State Policy

Accumulate
Crax Exempt
a,

Discount/Surcharge

First

Navigation [Line - Info 1

v

s Add

] Update/Display

1

10f1

Page Series
Prev  Next

If entering more than one billing line click on the button.

21. Click on the icon to add a new row
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The Line - Info 1 page displays with a second row inserted:

Header - Info 1 Line - Info 1
Unit 01100 Bill To BGS17 Pretax Amt 15.00 USD =
Invoice 66002748 BGS COMMISSIONERS = & Max Rows 0o 3 [=
OFFICE
Bill Line Find | View Al First ‘4'20f2 '} Last
[ [=]
Line
Seq 3 Net Extended 0.00
Table | &} I I Identifier &} I Description
Quantity From Date [#]
Unit of Measure aQ, To Date [#]
Unit Price 0.0000 Line Type REV &} Accumulate
Gross Extended 0.00 Tax Code @ [JTax Exempt
Exempt Cert &}
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
Go to: Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Entry Page Series
Summary Bill Search Line Search Navigation | Line - Info 1 v Prev  Mext
Gl Save ||[Z]Notify § % Refresh =% Add | Update/Display

22. Table - Select or enter ID - PS/Billing Charge ID

23. Identifier - Select valid value “X. This field is also known as Charge Code

24. Description - Populates from Identifier (Charge Code)

25. QTY - Enter quantity

26. Unit of Measure - Select valid value < or automatically populates from Identifier (Charge

Code)

27. Unit Price - Enter price or automatically populates from Identifier (Charge Code)

28. Click Refresh
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The Line - Info 1 page is refreshed with the gross extended amount calculated:

Header - Info 1 Line - Info 1
Unit 01100 Bill To BGS17 Pretax Amt 2550 USD
Invoice 66002748 BGS COMMISSIONERS = & Max Rows 0o 3 =
OFFICE
Bill Line Find | View All First ‘4 20f2 '»' Last
#[=]
Line
Seq 3 Net Extended 10.50
Table ID Q Identifier END-07 &} Description |[Employee Dishonesty Bond Ins.
Quantity 10.0000 From Date [
Unit of Measure EA aQ, To Date [#]
Unit Price 1.0500 Line Type REV &} Accumulate
Gross Extended 10.50 Tax Code @ [JTax Exempt
Exempt Cert &}
Less Discount 0.00
Plus Surcharge 0.00
Net Extended 10.50
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 10.50
Go fo: Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Entry Page Series
Summary Bill Search Line Search Navigation | Line - Info 1 v Prev  Mext
ol Save ||[Z]Nofify ||* Refresh =% Add | Update/Display

Note: When Charge Codes are added in VISION you can associate the accounting entries to each
Charge Code. Selecting the Identifier on the Bill Line automatically populates 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 several Bill Lines, in order to view accounting entries for all Bill Lines you can click on
the View All link before going to the accounting page or click the View All link on the accounting

page.
29. Click on the View All link
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All lines of the bill are displayed. Use scroll bar to the right to view all bill lines:

Header - Info 1 Line - Info 1
Unit 01100 Bill To BGS17 Pretax Amt 2550 USD
Invoice NEXT BGS COMMISSIONERS = & Max Rows 0o 3 =
OFFICE
Bill Line Find | View 1 First ‘4 1-20f2 '} Last
[#[=]
Line
Seq 1 Net Extended 15.00
Table ID &} Identifier AL-01 &} Description |Auto Liability State Policy
Quantity 15.0000 From Date [#]
Unit of Measure EA aQ, To Date [#]
Unit Price 1.0000) Line Type REV QL M Accumulate
Gross Extended 15.00 Tax Code @ [JTax Exempt
Exempt Cert &}
Less Discount 0.00
Plus Surcharge 0.00
Net Extended 15.00
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 15.00
#[=]
Line
Seq - Net Extended 10.50
Table ID &} Identifier END-07 &} Description |[Employee Dishonesty Bond Ins.
Quantity 10.0000 From Date [#]
Unit of Measure EA aQ, To Date [#]
Unit Price 1.0500 Line Type REV &} M Accumulate
Gross Extended 10.50| Tax Code Q@ [Ortax Exempt
Exempt Cert &}
Less Discount 0.00
Plus Surcharge 0.00
Net Extended 10.50
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 10.50
Go to: Line Info 2 Tax Discount/Surcharge
Notes Express Entry Page Series
Summary Bill Search Line Search Navigation | Line - Info 1 v Prev  Mext
[5]save ||| Notify ||:* Refresh [ Add || 2] Update/Display

30. Click the Accounting link
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The Revenue Distribution page displays:

Header-Info 1 |fLine-Info1 | Revenue Distribution

BI Creates GL Acct Entries

Acctg Information || Reference Information

Acctg Information || Reference Information

Unit 01100 Bill To BGS17 Pretax Amt 2550 USD
Invoice NEXT BGS COMMISSIONERS = & Max Rows 9 3] [=
OFFICE
Bill Line
Seq 1 Line Net Extended 15.00
Identifier AL-01 Description Auto Liability Siate Palicy

Bill Line Distribution - Revenue Personalize | Find | View All | @l @ First ‘4’ 10f1 '} Last

Code Account Fund Dept Program Class Affiliate
[+] [=] [ADMLIA-REV|Q, (424320 |@ 56200 |G [1100119000 |Q a a
<
Percent 100.00 Amount 15.00 Gross Extended 15.00
Seq 2 Line Met Extended 10.50
Identifier BND-07 Description Employee Dishonesty Bond Ins.
Bill Line Distribution - Revenue Personalize | Find | View All | @l @ First ‘4’ 10f1 ‘b Last

Find | View 1 First ‘4 120f2 '}/ Last

Percentage

Q 100.00

Percentage

[} 100.00

Page Series

V] Prev  Next

Code Account Fund Dept Program Class Affiliate
[+] [=] [ADMAO-REV|Qy [424320 |@ [56300 |@, (1100129000 |Q, a a, Q,
<
Percent 100.00 Amount 10.50 Gross Extended 1050

Go to: Line Info 2 Tax Accounting Discount/Surcharge
Motes Express Enfry
Summary Bill Search Line Search Navigation [ Acctg - Rev Distribution

ii|Save | [=]Notify | & Refresh

% Add

Amount Bu

15.00
>

Amount Budy

10.50
2)

| Update/Display

Note: The accounting entries are populated from the Distribution Code associated with the
Identifier that was selected on the Line — Info 1 page. In rare cases, you can update the accounting
entries. The need for recurring changes should be addressed through a new or updated distribution
code. If you need a new revenue distribution code or to update an existing one, contact the VISION

Helpdesk.
31. Click Header - Info 1 tab
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The Header - Info 1 page displays:

Header - Info 1 Line - Info 1

Unit 01100 Invoice NEXT Pretax Amt 2550 USD &

Status |[NEW Q, Invoice Date Cycle ID| MONTHLY Q
*Type |[AQ Q, Source [MANUAL Q "Fre::|uent:)|r il =
*Customer BGS17 Q - View Activity SubCusi1 SubCust2
BGS COMMISSIONERS OFFICE
*Invoice Form XP_PS/GEN Q, From Date [ To Date [
Accounting Date Pay Terms [DUR Q Pay Method | Check v &
Remit To |ADM Q, Bank Account|001 Q
Sales |BGS Q Bill Inquiry Phone |202-822-3078 (&}
Credit BGS Q Collector BGS Q
Billing Specialist CTOUCHET Q, Billing Authority Q

Caitlin Touchette

G0 to: Header Info 2 Address Copy Address
m Express Eniry Attachments Page Series
|
Summary Bill Search Line Search Navigation [Header - Info 1 v|  Prev Next
[Flsave ||[=] Notify % Refresh =, Add 7] Update/Display

Header - Info 1 | Line - Info 1

When entering a standard bill, you can add notes to either the header page or the line page.
32. Click Notes link to add a header note

The Header - Note page displays:

Header - Info 1 Line - Info 1 Header - Note

Unit 01100 Bill To BGS17 Pretax Amt 2550 USD
Invoice NEXT BGS COMMISSIONERS OFFICE
Customer Notes
Bill Header Notes Find | View All First ‘4" 1of1 ‘b Last
[ standard Note Flag std Note Q =
[Jinternal Only Flag Note Type a,
Note Text:
Characiers remaining
Go to: Header Info 2 Address Copy Address
Notes Express Entry Aftachments Page Series
Summary Bill Search Line Search Navigation | Header - Note v| Prev  Mext
[Flsave ||[=]Nofify ||i* Refresh E4 Add 2| Update/Display

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

33. Enter text in the Note Text field in the Bill Header Notes section. 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

34. Click Line - Info 1 tab
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The Line - Info 1 page displays:

Header - Info 1 Line - Info 1
Unit 01100 Bill To BGS17 Pretax Amt 2550 USD
Invoice NEXT BGS COMMISSIONERS = = Max Rows 9 3 =
OFFICE
Bill Line Find | View Al First ‘4 20f2 '} Last
#[=
Line
Seq 2 Net Extended 10.50
Table ID QL Identifier END-07 &} Description Employee Dishonesty Bond Ins
Quantity 10.0000 From Date 5]
Unit of Measure [EA Q. To Date [5)
Unit Price 1.0500 Line Type REV Q, M Accumulate
Gross Extended 10.50 Tax Code [} [Jr1ax Exempt
Exempt Cert Q
Less Discount 0.00
Plus Surcharge 0.00
Net Extended 10.50
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 10.50
| Go to: Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Entry Page Series
| P -
Summary Bill Search Line Search Navigation [Line - Info 1 V] Prev  Next
|5 Save | |[=]MNotify || % Refresh 5% Add | Update/Display
Header - Info 1 | Line - Info 1
35. Click Notes link
The Line - Note page will display:
Header - Info 1 Line - Info 1 Line - Note
Unit 01100 Bill To BGS17 Pretax Amt 2550 USD
Invoice NEXT BGS COMMISSIONERS = & Max Rows o B =
OFFICE
Bill Line Find | View All First ‘4 20f2 “* Last
Seq 2 Line Net Extended 1050
Identifier BND-07 Description Employee Dishonesty Bond Ins
Bill Line Mote Find | View All First ‘4 10f1 '}/ Last
[ standard Mote Flag Standard Note Code Q [+ [=]
internal Only Flag Note Type Q
Note Text
254 characiers remaining
Go to: Line Info 2 Tax Accounting Discount/Surcharge
Noles Express Eniry Page Series
Summary Bill Search Line Search Navigation Line - Note v| Prev Next
[§)save ||[Z]Motify | &% Refresh [E% Add || 5] Update/Display
Header - Info 1 | Line - Info 1 | Line - Note

36. Enter text in the Note text field. Thi

37. Click Header - Info 1 tab
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The Header - Info 1 page displays:

Header - Info 1 Line - Info 1
Unit 01100 Invoice NEXT Pretax Amt 2550 USD
Status NEW Q Invoice Date Cycle ID MONTHLY Q
“Type [AQ [} Source [MANUAL (s} "Flequency 5]
*Customer BGS17 Q + View Activity SubCust1 SubCust2
BGS COMMISSIONERS OFFICE
*Invoice Form [XP_PS/GEN Q From Date [ To Date 5]
Accounting Date Pay Terms DUR Q Pay Method | Check vl &
Remit To |ADM Q Bank Account 001 Q
Sales BGS ¢} Bill Inquiry Phone 202-828-3078 Q,
Credit BGS Q Collector BGS Q
Billing Specialist CTOUCHET ¢} Billing Authority Q,
Caitlin Touchette
Go to: Header Info 2 Address Copy Address
Motes Express Enfry Attachments Page Series
Summary Bill Search Line Search Navigation [Header - Info 1 V| Prev  Next
|5l Save |J=]Motify || Refresh Es Add ¥ Update/Display

38. Status — Change status from NEW to RDY
39. Click Save

Bill is saved and an invoice # is assigned:

Header - Info 1 Line - Info 1
Unit 01100 Invoice 66002749 Pretax Amt 2550 USD ¢ E’
Status RDY Q Invoice Date Cycle ID MONTHLY (&
“Type |A0 Q Source MANUAL Q “Frequency[Once | [
*Customer BG517 Q ~ View Activity SubCust1 SubCust2
BGS COMMISSIONERS OFFICE
*Invoice Form XP_PS/GEN Q, From Date [2 To Date EN
Accounting Date Pay Terms |DUR Q, Pay Methed [Check v &
Remit To ADM &} Bank Account 001 (e}
Sales BGS Q Bill Inquiry Phone |302-328-3073 Q,
Credit BGS Q Collector BGS Q
Billing Specialist CTOUCHET Q Billing Authority &}
Caitlin Touchette
Go to: Header Info 2 Address Copy Address
Notes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation [Header - Info 1 v Prev  Next
|Glsave ||[=]Notify | % Refresh [EL Add | Update/Display
Header - Info 1 | Line - Info 1

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

Entering Manual Bills is Complete
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Excel Spreadsheet Upload

Possible situations when this function is used: The Spreadsheet Upload to Billing Interface is used to
enter invoice data in a worksheet format and have it automatically generate Billing. The file is posted
into the PeopleSoft Billing Interface transaction tables. The Billing Interface process converts the
imported transactions into Bills in a Ready status (RDY) which then go through the same invoice
generation process as is used with manually entered bills.

The steps to uploading transactions from Excel are as follows:

1.
2.
3.
4.
5.

Open Excel Workbook upload template

Delete previously generated transactions from the excel workbook
Enter or copy transactions into the data entry tab

Generate transactions to Billing

Complete Billing Interface in VISION

Navigation: Open Excel Billing Interface template

A pre-configured template for your Business Unit
will be provided. Contact the VISION Finance

Support Team for assistance @ 828-6700. option 2

Data Sheet page displays:
A PO PV PW
1]
2
3
4
5 Generate XML Go to Data Entry tab to enter transactions.
5]
7
g Generate XML & Post
9
12 Display Template
12
13
14
15 | Previously Submitted On:
16 &r20/2018 14:06
17
47 I
Data Sheet | Data Entry )
Ready

1. Click Data Entry tab
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Data Entry tab displays:

3.

O B emplate populated e B €
and B De e B De € eld selectec <
drop do pbol| MMl indicate ere are Dle B
pe optio O drop do e3 3 ereis o one
B pe Optio € D TO B e
C3 - Jx Y

D E

1 V4 ’

2 Billing Business Unit 01163

/ % Post to Data Sheet

Delete Previous Interface

3 Bill Type:|CPY

4 Customer Identifier Quantity Note

5 15A1 0528 5.00 Invoice Line Note
6

7

8

Click Delete Previous Interface - This step prevents generating duplicate invoice entries from
the previous interface.

Select Bill Type form the drop down [' or accept the default value

Enter or copy transaction data. An interface may have up to 3000 rows.

4.

Customer (required)

Warning: The Customer field must be a valid/active customer for this Business Unit or the
resulting bill created from this row will load in a Hold status (HLD) until this is manually
corrected.

Identifier (required)

Warning: The Identifier field, also known as the Charge Code, must be a valid code for this
Business Unit or the resulting bill created from this row will load in a Hold status (HLD) until
this is manually corrected.

Quantity (required — cannot be a negative quantity)

Note (optional — this relates to a line note)

Click Post to Data Sheet - Moves the transactions to the Data Sheet and formats the data so
that it can be uploaded into the Billing Interface tables.

Billing Manual - May 2019 Page 46 of 162



Pop up message displays:

il : = ' B
Populate Data Sheet from Data Entry ﬁ

Please be patient while the data is being processed. Click OK to continue

9. Click OK
The Data Sheet tab displays:
A . PO I PV . PW
1
2
3
4|
5 | Generate XML Go to Data Entry tab to enter transactions.
7]
7
8 [ Generate XML & Post | |
g —
ﬂ_ Display Template
12|
13 ]
14|
15| Previously Submitted On:
16 /20/2018 14:06
17
47 I
Data Sheet | Data Entry )
Ready

10. Click Generate XML & Post
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VISION Login pop up box displays:

-

Legin

ORACLE’

User ID I

Password

OK

Cancel

11. Enter your VISION User ID and Password
12. Click OK

The following pop up message displays:

-~

Populate Data Sheet from Data Entry

==

Please be patient while the data is being processed. Click OK to continue

oK

13. Click OK
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Windows Explorer opens. The message created by this load will be saved. Change the file name to
maintain history otherwise the file is replaced with each execution. The default location is the same
as the Excel template and may be overridden.

il ) ibrari - |+ Search Documents 0
Cotilns 9 @ b Libraries » Docurﬂenis » e + [y
—
Organize + Mew folder [B=|+| (7]
Microsoft Excel — Documents library Arangeby:  Folder ~
H Includes: 2 locations
W Favortes Mame -
Bl Desktop
l§ Downloads ./ Custoem Office Templates |
7@ OneDrive (£ My Shapes |

) workflow
£l Recent Places i

| training and change management

| 1 Libraries W design
@ Documents et e
J.‘ Music ./ config il
[ Pirtirec [ < | LLLJ I
File name: BILLING_MESSAGE -
Save as type: [XML Files vl
Authors: Sneader Sequeira Tags: Add atag
~ Hide Folders Tools v save ||| Cancel |

—
14. Click Save

Message displays indicating a successful upload:

il N
Billing Interface Excel Upload g

Message data transfer to PeopleSoft Integration Broker was successful

0K

15. Click OK
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A PO PV P
1 -
2 -
3
a
5 Cenerate XML Go to Data Entry tab to enter transactions.
&
71
g Generate XML & Post
=
10| Display Template VISION updates date and time to
E indicate the latest successful upload
13]
14 <
15| Previously Submitted On:
16 | 11/7/2018 11:02
17

Excel Spreadsheet Upload is Complete
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Billing Interface Process

Possible situations when this function is used: The Billing Interface creates new or updates existing

Bills in the VISION Billing module from imported transactions. The State of Vermont will be using the
Billing Interface to process invoice lines from the Excel Spreadsheet Upload. Use the Review Pending
Transactions screen to obtain the Interface ID you will need to process the billing interface.

WorkCenter navigation: Billing WorkCenter > Links pagelet > Interface Transactions > Review

Pending Transactions

Navigator Menu navigation: Billing > Interface Transactions > Review Pending Transactions

The Review Interface - Pending search page displays, unprocessed interface transactions are

accessible by using this search page:

Review Interface - Pending

Find an Existing Value

Search Criteria

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

nterface II3

nterface Line "JLmt:r:r
Transaction Type|= v v|

Transaction Type Seg|= W
Error Status|= M v|

Business Unit| beging with ||
SLstm'ler

Bill S-:che

Bill Type Identifier| begins with |

Limit the number of results to (up to 300): |3

Search Clear | Basic Search &

Save Search Criteria

1. Business Unit - Enter your billing business unit

2. Customer - Enter customer - optional search criteria will narrow the search for unprocessed

interface transactions

3. Click Search
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Search results display the pending interface lines:

Search Results

View All First ‘4 1303 '}/ Last
Interface ID Interface Line Number Transaction Type Transaction Type Seq Error Status Business Unit Customer Bill Source Bill Type Identifier T Type Deita Action Invoice To Adjust Line Sequence To Adjust
(blank) 01163 SA1 EXCEL  CPY (blank) (blank) (blank) ]
3 1 Charge 1 I (blank) 01163 SA1 EXCEL CPY (blank) (blank) (blank) 0
(blank) 01183 SA1 EXCEL CPY (blank) {blank) (blank) o

Note: In the example provided above, the Charge line and Note line are posted separately for
Interface ID 3. These will be combined on the Bill Line created by the interface.

Note the Interface ID - to use when you execute the interface. If you click twice on the Interface ID
column heading the search results will sort the highest number to the top of the list.

4. Click on a Charge line from the list to open a pending transaction

The interface detail page displays. Load Status is NEW:

Billing Interface - 1 Billing Interface - 1

Interface ID 3

LoadStatus NEW

Business Unit 01163

Header Fields Key
Header Fields Bill By |
Adjust Trans Type
Create New Bill: |:|
Temporary Bill: |:|

Entry Type a
Entry Reason Q
Entry Event
*Business Unit| 01163 |Q
GL Business Unit Q
Customer ID | SA1
Bill To Location Q,
Number of Copies
Contact Seq Number Q.
Name
InterUnit Bill: [
Business Unit To a,

Direct Invoicing: |:|
Range Selection ID
Bill Source EXCEL
Bill Type [CPY |Q
Billing Cycle ID
Bill By ID
Pay Method Q,
Payment Terms ID Q,
Bank Code Q
Bank Account Q
Billing Currency |USD
Base Currency
Exchange Rate Type CRRNT |G
Rate Multiplier
Rate Divisor
Exchange Rate Source U |
Invoice Date
Accounting Date
Accrue Billz of This Level: |:|

1.00000000
1.00000000

L]
i3]

Line Number 1 Transaction Type LINE Seq Num 1
Process Instance

Customer ID SA1 GL Business Unit

Letter of Credit ID
Letter of Credit Document ID

Sequence Number
Sold To Customer |SA1 a,

Sold To Address Seq Number 1|3,
Project Q
Analysis Type a,

Billing Plan ID
Bill Plan Line Number
Event Occurrence
Q Cross Reference Seq Number
Prepaid Add Sequence
Transaction ID
PC Distribution Status Q
Rate Effective Date =
Activity Type
Distribution Configuration [N
Product Kit Number
System Source Q,
Empl ID

Start Date
End Date
From Date

(2} (2] (21 (=

To Date
Service Customer ID Q
Service Address Number Q
Note Type
Standard Note Flag
Internal Only Flag Q
Header or Line Note
AR Level
AR Distribution Option
GL Level
InterUnit AP Level
Enable Contract Liability

LPOPHLHL PP

Billing Manual - May 2019

Page 52 of 162



WorkCenter navigation: Billing WorkCenter > Links pagelet > Interface Transactions > Process Billing
Interface

Navigator Menu navigation: Billing > Interface Transactions > Process Billing Interface

The Process Billing Interface page displays, click the Add a New Value tab:

Process Billing Interface

Find an Existing “alue Add a New Value

Run Control 1D |

Add

Find an Existing “alus | Add a New “Value

5. Run Control ID - Enter a run control ID, for example Billing_Interface

6. Click Add
The Process Billing Interface run control page displays:
Process Billing Interface
Run Control ID Billing_Interface Report Manager Process Monitor I—Hu—n—l
I *From Interface ID aQ, I
*To Interface ID Q,
ﬁlSave ] Motify | % Add 2| Update/Display

7. Enter the Interface ID you noted from the Review Interface Transactions step from above or

click on the look up icon™ to locate your interface. The To Interface ID automatically
populates with the ID you enter in the From Interface ID field

8. Click Run
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The Process Scheduler Request displays with the Billing Interface selected:

Process Scheduler REQUEST
Help
Uzer D RSMITH1 Run Control ID Billing_Interface
server Name [ - | Run Date [11/07/2018 [
Recurrence | | Run Time [3:45:44PM R B 22T S
Time Zone Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
w1 Billing Interface WT_BIIFD PSJob (Mone) v| |{N0ne] v| Distribution
| OK Cancel
9. Click OK
Returns to Process Billing Interface page:
Process Billing Interface
- =——t""Run |
Run Control ID Billing_Interface Report Manager] Process Monitor e
Process Instance: 9196346
*From Interface ID 3(Q,
*To Interface 1D 3(3Q,
[Glsave ||[=] Motify [s Add || 3] Update/Display
The Process Instance is displayed below the Run button
10. Click on the Process Monitor link
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The Process Monitor displays.:

Process List Server List

9196346 PS.Job

Go back to Process Billing Interface

=] Nofify

|5G) Save

View Process Request For
UseriDRSMITHT  x|Q Type w] [Last | 1 Refresh
Ser\rer Name Q| Instance From Instance To
Run Status Distribution Status K] save On Refresh
Process List Personalize | Find | View All | ﬁ| E First ‘4" 10f1 ‘»' Last
Process = Distribution -
Select Instance Seq. Process Type Name User Run Date/Time Run Status Status Details
VT_BIFD  RSMITH1 11/07/2018 3:45:44PM EST Success Posted Details

11. Click Refresh button till Run Status = Success and Distribution Status = Posted

WorkCenter navigation: Billing WorkCenter > Links pagelet > Interface Transactions > Review

Interface Completions

Navigation Menu navigation: Billing > Interface Transactions > Review Interface Completions

The Review Interface - Complete search page displays:

Review Interface - Complete

Find an Existing Value

Search Criteria

Interface ID

ﬂ

Interface Line Number|=

v|

Transaction Type|=

Transaction Type Seq|= W

Businsss Unit

Custorner

Invoic&
Sequenc&_

Bill Sourl:-:—.

Bill Type Identifier[ begins with |

Limit the number of results to {up to 300). [300

3
Basic Search & Save Search Criteria

Search Clear

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

12. Interface ID - Enter Interface ID from the previous step

13. Click Search
The Search Results list the transactions included in this interface:

Search Results

Type Adjust

First 4 -zofz b/ Last

Delta Action Invoice To Adjust Line Sequence To Adjust

View Al
ransaction Type Seq Business Unit Customer Invoice Sequence Bill Source Bill Type Identifier

01163 SA1 63087860 1 EXCEL CPY
01163 SA1 63087860 1 EXCEL CPY

1 Charge (blank)
(blank)

i '

(blank)
(blank)

(blank) 0
(blank) 1]
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14. Click a Charge row link

The Interface Detail page displays:

Billing Interface -1 Billing Interface - 1

Rate Divisor

1.00000000

Header or Line Note
AR Level

Interface ID 3 Line Number 1 Transaction Type LINE
Business Unit 01163 Line Seq 1
Header Fields Key Letter of Credit ID
Header Fields Bill By Letter of Credit Document 1D
Adjust Trans Type Sequence Number
Create New Bill: Sold To Customer Sa1
Tempaorary Bill: Sold To Address Seq Number
Entry Type Project
Entry Reason Analysis Type
Entry Event Billing Plan ID
GL Business Unit 01180 Bill Plan Line Number
Customer D 3A1 Event Occurrence
Bill To Location Cross Reference Seq Number
Number of Copies Prepaid Add Sequence
Contact Seq Number Transaction ID
Name PC Distribution Status I
InterUnit Bill: Rate Effective Date
Business Unit To Activity Type
. . Distribution Configuration M
Direct Invoicing:
N Product Kit Number
Range Selection 1D
System Source
Bill Source EXCEL
Employee |D
Bill Type CPY
Billing Cycle 1D
B Start Date
Bill By ID BILL_TYPE
End Date
Payment Method
From Date
Payment Terms 1D
To Date
Bank Code ~
Service Customer ID
Bank Account .
Service Address Number
Billing Currency USD
Mote Type
Base Currency USD
Standard Mote Flag
Exchange Rate Type CRRMT
Internal Only Flag
Rate Multiplier 1.00000000

Seq Num 1
Process Instance 9196347

A completed Interface Line displays. Heading information includes the Interface ID and Line Number
along with the Business Unit, Invoice id and Line Sequence of the Bill created by the interface. The
line details are displayed as well.

15. Click Invoice link
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The Bill Header - Info 1 page displays:

Unit 01163 Invoice 630873860
Status [RDY (e}
*Type [CPY Q
"Customer |SA1 Q - View Activity
I3]0 oo 0]
*Invoice Form [XP_PS/GEN Q

Accounting Date
Remit To BGS
Sales BGS
Credit BGS
Billing Specialist CNILES
Churchill, Connie
Goto: Header Info 2 Address
MNotes Express Entry

Summary Bill Search Line Search

|mlSave || .Gf* Retumn to Search [=] Notify ~+ Refresh

Header - Info 1 | Line - Info 1

Pretax Amt 102.00 USD

Invoice Date

Je)

Source

SubCust1

From Date
Pay Terms |DUR
Bank Account 001
Bill Inquiry Phone |802-3258-2830
Collector BGS

ppPpPPLE

Billing Authority

Copy Address
Attachments

Cycle ID MONTHLY

SubCust2

To Date 1]

a

LS

Pay Method [Check

v||1|

Page Series

Navigation | Header - Info 1

Vl Prev  Next

Ek Add

Notice that the status is RDY indicating the bill is ready for invoice generation. The Bill Type and the

Customer are values provided on the Spreadsheet Data Entry page.

16. Click Line - Info 1 tab
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The Line - Info 1 page displays. The Identifier and Quantity are values from the Spreadsheet Data
Entry tab:

Header - Info 1 Line - Info 1
Unit 01163 Bill To SA1 Pretax Amt 102.00 USD
Invoice 63087860 SA4 ADDISON COUNTY Max Rows 99
Bill Line Find | View All First ‘&' 10of1 ‘&' Last
#H[=
Se 1 Line
q Net Extended 102.00
Table |ID (&} I Identifier| D528 Q, I Description \WASTE TONER TOSHBA 7560
Quantity 5.0000 I From Date )
Unit of Measure |CTM Q To Date 1]
Unit Price 20.4000 Line Type REV Q ElAccumulate
Gross Extended 102.00 Tax Code Q Tax Exempt
Exempt Cert Q
Less Discount 0.00
Plus Surcharge 0.00
Net Extended 102.00
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 102.00
Go to: Line Info 2 Tax DiscountfSurcharge
Motes Express Entry Page Series
Summary Bill Search Line Search Navigation [Line - Info 1 ~| Prev  Mext
|Fisave | oM Retum to Search =] Mefify || % Refresh |54 Add £] Update/Display
Header - Info 1 | Line - Info 1

Unit of Measure and Unit Price are defaulted from the Identifier value as is the accounting
information you will link to next.

The interface will add additional lines to an existing Bill as long as the Bill Status is RDY and

the Customer on the interface is the same as the previously created Bill Header. If the Bill is
New, Invoiced or On Hold there will be no lines added by the interface.

17. Click on the Accounting link
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The Revenue Distribution page displays:

|

o

Info a1l

CNERE-)

-

Header - Info 1 Line - Info 1 Revenue Distribution
Unit 01183 Bill To 5A1 Pretax Amt 10200 USD o =&
Invoice 63087360 SA ADDISON COUNTY Max Rows 99
Bill Line Find | View All First ‘4" 10f1 ‘»' Last
Seq 1 Line Net Extended 102.00
Identifier D528 Description WASTE TOMER TOSHBA 7560
Bl Creates GL Acct Entries
Bill Line Distribution - Revenue Personalize | Find | View an | 0] First ‘&' 1of1 ‘& Last
Acctg Information Reference Information
Code Account Fund Dept Program Class Affiliate Project Percentage Amount Bu
[# [=] I:OF'YP&D-R Q [4z6205 |@  [ss300 | 1160109200 |Qy [} [«} Q aQ 100.00 102.00 I
< >
Percent 100.00 Amount 102.00 Gross Extended 102.00
Go to Line Info 2 Tax Accounting Discount’Surcharge
Motes Express Entry Page Series
Summary Bill Search Line Search Navigation | Acctg - Rev Distribution Vl Prev  Mext
5 Save oh Return to Search =] Notify | |#¥ Refresh [ Add U

The AR Revenue Code is populated based on the Identifier and is used to default in the Account,

Fund and Department.

Billing Interface process 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.

WorkCenter navigation: Billing WorkCenter > > Links pagelet > Maintain Bills > Standard Billing
Navigator Menu navigation: Billing > Maintain Bills > Standard Billing

The Bill Entry page displays, Click on Add a New Value tab

Bill Entry

Find an Existing Value Add a New Value

Business Unit| 03564 |
Invoice MEXT
Bill Type ldentifier a,
Bill Source QL
Customer Q
Invoice Date

Accounting Date

Add

1. Business Unit - Accept defaulted Business Unit or enter valid value
2. Invoice - Defaults as NEXT accept default

3. Bill Type Identifier - Leave blank or enter valid value

4. Bill Source - Leave blank or enter valid value — (MANUAL)

5. Customer - Leave blank or enter valid value

Note: Filling in the fields above will save you time as they populate the Header — Info 1 page
automatically.

6. Click Add button
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The Header - Info 1 page is displays:

Header - Info 1 Line - Info 1
Unit 03564 Invoice SUPDG4118 Pretax Amt
Status NEW & Invaice Date
*Type |SUP [« § Source Q
stomer |ABAIR1 <} - Vi SubCust1
Robert £, Abair
*Invoice Form [XP_PS/GEN Q. From Date 21
Accou Date Pay Terms SUP @
Remit To |PECP3 [« § Bank Account 0002 aQ
Sales 239 Q. Bill Inquiry Phone |802-726-580% s §
Credit \DOC Q. Collector|12 Q
Billing Specialist RFRAZIER Q Billing Authority Q
Robin Frazier
Go to Header Info 2 Address Copy Address
Notes Express Entry Attachments
Summary Bill Search Line Search Navigation Header - info 1
ol Save | |=] Notify || 24 Refresh
Header - Info 1 | Line - Info 1

*Frequency Recurring -

SubCust2

To Date
Pay Method Check

-

Cycle ID|MONTHLY

Page Series

Prev  Mext

|54 Add | Update/Display

7. Status - Defaults as New accept default

8. Invoice Date - Leave blank. This value is assigned when the bill is finalized.

9. Type - 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.

10. Source - Select valid value “X or populates if entered on the Add a New Value page

11. Frequency - Change default — from Once to Recurring

12. Customer - Select valid value . or populates if entered on the Add a New Value page

13. Cycle ID - Populates from Type selection

14. Invoice Form - Populates from Type selection

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

15. Click Save

16. Click Go to Recurring Bill Schedule icon - this is where you create the bill schedule
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The Recurring Bill Schedules page displays:

Recurring Bill Schedules
Busj lnit (3554 Template Invoice SUP024118
i
tart Date | 12/01/2018 |3 ] Pre-Assign Invoice Numbers

End Date 11/01/2018 |3y [Duse Header Dates For Lines
Recurring Schedule Find | View All First ‘4" 10f1 ‘B Last
i i Inv Generated? =l
Generate Date Invoice Date Invoice v Lenerated: Date
[ ] NEXT N
Bill Header From Date " To Date 1

Return to Bill Entry

ol Save | |[gh Return to Search =] Motify

17. Start Date - Enter the Date you want to start generating bills — Corrections generate bill
process setup for the 15t of each month.

18. End Date - Enter the last date you want a bill to process.

19. Click Generate Rev. Rec. Schedule icon to generate schedule
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Recurring Bill Schedule is created:

Recurring Bill Schedules
Business Unit 03564
Start Date |12/01/2018 iy
End Date [11/01/2019 |5
Recurring Schedule
Generate Date Invoice Date Invoice
1200172018 ([ 1210172018 |[W] NEXT

Bill Header From Date [12/01/2018

Generate Date Invoice Date Invoice
01/01/2019 |3 01/01/2019 |3 MNEXT

Bill Header From Date 01/01/2019

Return to Bill Entry

s+ Return to Search =] Notify
||

Template Invoice SUP0S4118

Pre-Assign Invoice Numbers

Use Header Dates For Lines

[

i)

Find | View Al First ‘&' 1-2 0of 12 Last

Inv Generated?

N
To Date [12/31/2018

Inv Generated?
N
To Date |01/31/201%

| -
Date

[+

Date

Next time Create Recurring Bills process runs, in this example an invoice will be created for

12/01/2018.

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% 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.

20. Click Save
21. Click on the Return to Bill Entry link
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Header - Info 1 page displays:

Header - Info 1 Iﬂl
Unit 03584 Invoice SUPDS4113 Pretax Amt
Status [NEW Q Invoice Date Q
*Type |SUP xR Source Q *Frequency Recurring [
*Customer |4BAIR1 a, ~ View Activity SubCust1
Robert £, Abair
“Invoice Form |XP_PS/GEN Q From Date e
Accounting Date Pay Terms SUP 6} Pay Method Check - F‘EI
Remit Ta |PEOP3 xR Bank Account|0002 Q
Sales 339 a Bill Inquiry Phone |202-786-5809 Q
Credit DOC aQ Collector |12 e}
Billing Specialist RFRAZIER R Billing Authority Q
Robin Frazier
Go to: Header Info 2 Address Copy Address
Hotes Express Entry Attachments. Page Series
Summary Bill Search Line Search Navigation Header - Info 1 Next
&l Save ||[ah Return to Search [=] Motify ||* Refresh Update/Display
Header - Info 1 | Line - Info 1
22. Click on Line — Info 1 tab:
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Line - Info 1 page displays:

Header - Info 1 Line - Info 1
Unit 03554 Bill To ABAIR1 Pretax Amt 0.00 USD !
Invoice SUP024118 Robert E. Abair Max Rows g8
Bill Line Find | View Al First ‘&' 10of1 ‘b Last
#=
Line
Seq 1 Net Extended 0.00
Table D |Q Identifier |SUPERVISION Q Description |Supervision Fees
Quantity 1 From Date i3]
Unit of Measure [EA Q To Date 31
Unit Price 15.0000 Line Type REV @, [ Accumulate
Gross Extended 0.00 Tax Code @ [ vax Exempt
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
Go to: Line Info 2 Tax Accounting Digcount/Surcharge
Notes Express Entry Page Series
Summary Bill Search Line Search Navigation Line - Info 1 - Prev  Mext
il Save | |[Gh Return to Search =] Motify || £% Refresh + Add
Header - Info 1 | Ling - Info 1

23. Table - Enter or Select ID - PS/Billing Charge Id

24. Identifier - Enter or select valid value

25. Description - Description populates when you tab out of the Identifier field
26. Qty - Enter quantity to bill - Corrections Department enter a quantity of 1

27. Unit Price - Enter a unit price or 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. Corrections
department Sup Fees automatically populates with a Unit Price

28. Click on the Line - Info 2 link
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The Line - Info 2 page displays:

Header - Info 1 Line - Infe 1 Line - Info 2

Unit 03564 Bill To ABAIRT Pretax Amt 15.00 USD H
Invoice SUPNS4113 Robert E. Abair i Max Rows 99
Bill Ling Find | Wigw All First ‘4 10f1 ‘2 Last
i # =]
Seq 1 Line Net Extended 15.00
Tabie D Q ldentifier | SUPERVISION Q Description Supervision Fees
Purchase Order Line System Source
2 9 Contract Ho o Line Entry Type Q
Contract Date B Type Entry Reason Q

SubCustomer 1
SubCustomer 2

Revenue Recognition Basis Invoice Date
Use Effective Dated Price on Recurring Bills

AR Level Header iz AR Open ftem AR Option Use Header for Distribution

GL Level BICreates GL Acct Entries

Go to: Line Info 2 Tax Dizcount/Surcharge
Notes Express Entry Page Series
Summary Bil Search Line Search Navigation Line - Info 2 - Prev  Mext

_,=|-_ Save |fJlot Return to Search =] Motify | % Refresh

£} Add

29. Select box for Use Effective Dated Price on Recurring Bills
30. Click Save

31. Click on the Accounting link to view accounting entries
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The Revenue Distribution tab displays:

Header - Info 1 I Line - Info 1 Revenue Distribution
|
Unit 03564 Bill To ABAIR1 Pretax Amt 15.00 USD [EE
Invoice SUP0S4112 Robert E. Abair Max Rows o9
Bill Line Find | View All First ‘&' 10f1 '} Last
Seq 1 Line Net Extended 15.00
Identifier SUPERVISION Description Supervizion Fees
Bl Creates GL Acct Entries
Bill Line Distribution - Revenue Personalize | Find | View All| G | B First ‘4" 10f1 '} Last
Acctg Information Reference Information | [FE)
Code Account Fund Dept Program Class Affiliate Project Percentage Amount
+| =] |SUP-REV 417915 (21843 |y 3480004850 |3y Q @ Q@ [SuPv Q 100.00 15.00
4 [ | +
Percent 100.00 Amount 15.00 Gross Extended 15.00
Go to: Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Entry Page Series
Summary Bill Search Line Search Navigation Acctg- Rev Distribution - Prev  Next
ol Save | |[gh Return to Search =] Notify || £% Refresh [E% Add %] Update/Display
Header - Info 1 | Line - Info 1 | Revenue Distribution

Note: The Accounting entries are populated from the identifier that was selected on the Line — Info
1 page. In rare cases, you can update the accounting entries. The need for recurring changes should
be addressed through a new or updated distribution code. If you need a new revenue distribution
code or to update an existing one, contact the VISION Helpdesk.

32. Click on the Header - Info 1 tab

Header - Info 1 page displays:

Header - Info 1 Line - Info 1
-
Unit 03564 Invoice SUPDS4118 Pretax Amt 15.00 UsD -
Status RDY a, Invoice Date Cycle ID|MONTHLY e}
*Type |SUP aQ, Source e} *Frequency | Recurring &
*Customer |ABAIR1 aQ, - View Activity SubCusti SubCust2
Robert £, Aar
“Invoice Form |XP_PS/GEN [« § From Date ) To Date Bl
Accounting Date Pay Terms |SUP Q Pay Method Check - rr_'n
Remit To PECOP3 < § Bank Account|0002 Q
Sales 835 Q, Bill Inquiry Phone |202-785-530% Q,
Credit DOC a, Collector |12 a,
Billing Specialist RFRAZIER aQ, Billing Authority Q
Robin Frazier
Go to: Header Info 2 Address Copy Address
Motes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation Header - Info 1 - Prev  Mext
o) Save | Jat Return to Search =] Notify || £* Refresh |Ce Add %] Update/Display
Header - Infe 1 | Ling - Infi 1

33. Status — Change status from NEW to RDY
34. Click on the Save button
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Bill is saved, an invoice # is assigned:

Header - Info 1 Line - Info 1
Unit 03554

Status RDY
*Type |SUP
*Customer ABAIRA
Robert €, Abair
*Invoice Form [XP_PS/GEN
Accounting Date
Remit To |PEOP3
Sales 839
Credit | DOC
Billing Specialist RFRAZIER

Robin Frazier

Go to: Header Info 2
Notes Exprezs Entry
Summary Bill Search

ol Save ||[ah Return to Search =] Notify

=
Pretax Amt 15.00 UsSD &
a, Invoice Date Cycle ID|MONTHLY
[« § Source Q *Frequency | Recurring
aQ, - View Activity SubCust1 SubCust2
aQ From Date 51 To Date =
Pay Terms |SUP Q Pay Method Check

Q Bank Account 0002 Q
Q Bill Inquiry Phone g02-786-5309 Q
Q. Collector |12 Q
Q. Billing Authority Q

Address Copy Address

Attachments Page Series

Line Search MNavigation Header - Info 1 - Prev  Next

+* Refresh |04 Add

Header - Info 1 | Line - Info 1

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

Enter Recurring Bill Template/Bill Schedule is Complete
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Recurring Bill Process

(Department of Corrections only)

Possible situations when this function is used: Generate recurring bills from either Monthly or
Quarterly templates.

WorkCenter navigation: Billing WorkCenter > Links pagelet > Maintain Bills > Create Recurring Bills
Navigator Menu navigation: Billing > Maintain Bills > Create Recurring Bills

The Generate Recurring Bills page displays:

Generate Recurring Bills

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

Search Criteria

Run Control ID begins with « |Traind

D Case Sensitive
Limit the number of results to (up to 300). |300

]
Search Clear Bas=ic Search & Sawve Search Criteria

Click on Add a New Value or Find an Existing Value
1. Run Control ID - Enter new or find existing run control

2. Click Add for a new run control or Search button for an existing run control
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The Generate Recurring Bills page displays:

Create Recurring Bills

Run

Run Control ID Traind Report Manager Process Monitor

*Business Unit|03554 Q\
Range Selection
@ Al
@ Bill Cycle
@) Invoice 1D
@ custiD

_UJ Save ||[%] Notify + Add 21 Update/Display

3. Business Unit - Enter valid value or select value from “X. It is very importation that you do
not leave the Business Unit field blank

4. Range Selection - Defaults as All either accept default or choose Bill Cycle, Invoice ID, or Cust

ID. Preferred method for corrections is the default of All

5. Click Run

Process Scheduler Request page displays:

Process Scheduler Reguest

UserID ETEST

Server Name

Recurrence

Time Zone

Je)

Process List

Select Description

Generate Recurring Bills

OK Cancel

Ru

Run Date [11/2

Run Time 1:0¢

Process Name Proce

BIRECUR Appli

Help

—ontrol ID Train4

ms ]

PM Reset to Current Date/Time

Type *Type *Format Distribution
ion Engine Web -~ TAT w Distribution

6. Click OK
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7. Click the Process Monitor link to assure that the process runs to success and posted:

Create Recurring Bills
Run Control IDN Train4 Report Manager] Process Monitor Run
‘Business Unit 03564 |3
Range Selection
L
! Bill Cycle
! Invoice 1D
A CustID
o Save || [t Return to Search =] Motify [E% Add U pdate/Dizplay
The Process Monitor page displays:
Process List Server List
View Process Request For
User |D ETEST Q. Type ~ Last - 1| Days - Refrezh
Server - Name ¢y Instance From Instance To
Run Status - Distribution Status hd Save On Refresh
Process List Personalize | Find | View Al |80 | B First @ 180f6 ® Last
Select Instance Seq. Process Type FomEEs User Run DateiTime Run Status TETEN Deetails
Hame S_tatus
9196540 Application Engine BIRECUR ETEST 11/26/2018 1:49:36PM EST Success Posted Detailz I
9196539 Application Engine F5_BP ETEST 11/26/2018 1:49:18PM EST Warning Posted Details
9196538 Application Engine FS_BP ETEST 11/26/2018 1:47:45PM EST Success Posted Detailz
9196537 Application Engine BIRECUR ETEST 11/26/2018 1:08:47PM EST Success Posted Detailz
9196536 SQR Report BINCO02 ETEST 11/26/2018 11:10:194M EST Success Posted Details
9196508 PSlob BIRJ10 ETEST 11/26/2018 10:28:02AM EST Success Posted Details.
Go back to Generate Recurring Bills
ol Save | =] Motify
Process List | Server List

8. Click Refresh until Run Status = Success and Distribution Status = Posted
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To ensure bills were created use the following navigation:

WorkCenter navigation: Billing WorkCenter > Links pagelet > Review Billing Information > Bill

Summary

Navigator Menu navigation: Billing > Review Billing Information > Summary

The Bill Summary search page displays:

I Search Clear

Bill Summary

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

Find an Existing Value

Search Criteria

Business Unit = 03564 Q
Invoice begins with - QQ

Bill Status = - Ready to Invoice -
Customer begins with - Q,

Contract beging with -
Billz in Business Unit = QL

Template Invoice Flag = - Recurring Bill -

[ case sensitive
Limit the number of results to (up to 300); 300

i)
Basic Search & Save Search Criteria

9. Business Unit - Enter Valid value or select from list <4

10. Bill Status - Select Ready to Invoice

11. Template Invoice Flag - Select Recurring Bill
12. Click Search

Search results for all bill templates at Ready status will display:

Search Results
300 of 841 results are displayed.
Wiew Al First 1-100 of 300 &' Last
Business Unit Inwoice Invoice Type Bill Type |dentifier Bill 5tatus Bill Source Customer Contract Bills in Business Unit Template Invoice Flag
03564 egulﬂr SUP Ready MANUAL DUPRJ1  (blank) 03564 Recurring
03564 UPUGT TS0 Regular sup Ready MANUAL DERIR1 (blank) 03564 Recurring
03554 SUPOES9197 Regular SUp Ready MANUAL  SHAWN1 (blank) 03584 Recurring
03564 SUPOE9195 Regular SUP Ready MANUAL  GEROJ3  (blank) 035564 Recurring
03564 SUPOE9155 Regular SUp Ready MANUAL OUELJ4  (blank) 03554 Recurring
03564 SUP0E5194 Regular SUP Ready MANUAL STEECZ  (blank) 03584 Recurring
03564 SUP0E9193 Regular SUP Ready MANUAL RODRAZ (blank) 035564 Recurring
03564 SUPOE9152 Regular SUp Ready MANUAL BEATJ3  (blank) 03554 Recurring
03584 SUP0E5191 Regular SUP Ready MANUAL RUMBH1 (blank) 03584 Recurring
03564 SUP0E9190 Regular SUP Ready MANUAL  CHRIR (blank} 03554 Recurring
03564 SUPOE9185 Regular SUp Ready MANUAL DUMAJ3  (blank) 03554 Recurring
03564 SUP0E5188 Regular SUP Ready MANUAL BADGJ1  (blank) 03584 Recurring
03564 SUP0E9185 Regular SUP Ready MANUAL  RAYBM1 (blank) 03554 Recurring
03564 SUP0S9185 Regular SUP Ready MANUAL  WOODJ4 (blank) 03554 Recurring
03584 SUP0E5184 Regular SUP Ready MANUAL CAMPLZ (blank) 03584 Recurring
03564 SUP0E9183 Regular SUP Ready MANUAL LEROM3 (blank) 03554 Recurring
03564 SUPOES182 Regular SUp Ready MANUAL HANSCS (blank) 03554 Recurring
03564 SUP085181 Regular SUP Ready MANUAL PECKJ4  (blank) 03554 Recurring
13. Click on the link to template SUP089986
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The Bill Summary Info page displays:

Bill Summary Info Bill Summary Info 2
=]
Unit 03554 Invoice SUP089338 Invoice Date o
Gross Extended Amount 15.00 Customer DUPRI Joseph Duprey
Total Discounts 0.00 Invoice Type Regular
Total Surcharges 0.00 Bill Type SUP Supervision Fees
Net Extended Amount 15.00 Bill Source MANUAL
Total VAT Amount 0.00 Bill Status RDY
Total Taxes 0.00 Template Recurring Bill
Consol Hdr No
Bill By 1D
Forward Bal 0.00 Invoice Media Print Copy
Paid 0.00
Amount Due Date
Total Due 15.00 USD
Go to: Header Info 1 Address Copy Address Notes
Bill Search Line Search
|5 Return to Search { | Previousin Lizst | |42] Mextin List [%=] Motify
Bill Summary Info | Bill Summary Info 2
14. Click on the Header Info 1 link
The Header - Info 1 page displays:
Header - Info 1 Line - Info 1
Unit 03564 Invoice SUP039956 Pretax Amt 15.00 USD
Status RDY Invoice Date Cycle ID MONTHLY
Type SUP Source MAMUAL Frequency Recurring (S|
Customer DUFRJ1 SubCust1 SubCust2
Joseph Duprey
Invoice Form XF_PSIGEN From Date To Date
Accounting Date Pay Terms SUP Pay Method Check
Remit To PEOP3 Bank Account 0002
Sales 243 Bill Inquiry Phone 802-786-5809
Credit DOC Collect 11
Billing Specialist RFRAZIER Billing Authority
Robin Frazier
Goto: Header Info 2 Address Copy Address Notes
Summary Commit Ctrl Page Series
Bill Search Line Search Header - Info 1 v FPrev Mext
|§I‘ Return to Search [=] Notify =% Refresh
Header - Info 1| Line - Info 1
15. Click on the Go to Recurring Bill Schedule icon
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The Recurring Bill Schedule inquiry page displays:

Business Unit
Template Invoice
Start Date
End Date
Recurring Schedule

Generate Date
09/01/2018

Generate Date
10/01/2018

[&F Return to Search

Recurring Bill Schedule

03564
SUP039986
09/01/2018

1213112018

Invoice Date Invoice

09/01/2018 SUP094115

From Date 09/01/2018

Invoice Date Invoice
10/01/2018 SUP094116

From Date 10/01/2018

=] Motify

Return to Bill Inguiry

Find | View All First ‘&' 1-2o0f4 ‘® Last
Inv Generated? Date
Y 11/26/2018

To Date 09/30/2018

Inv Generated? Date
Y 11426/2018

To Date 10/31/2018

In this example invoice # SUP089986 was generated for September and October. Corrections run
recurring bills once a month so the next month an invoice will be created for November.

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.
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Generate Invoices

Possible situations when this function is used: Steps 1 through 4 are combined in a single process
which includes all the processes required to generate an invoice and integrate with General Ledger
and Accounts Receivable. This process may be used in place of the individual steps documented
above.

WorkCenter navigation: Billing WorkCenter > Links pagelet > Generate Invoices > Single Action
Invoice Process

Navigator Manu navigation: Billing > Generate Invoices > Non-Consolidated > Single Action Invoice

The Single Action Invoice page displays, click on the Add a New Value tab:

Single Action Invoice

FEind an Existing Value Add a New Value

Run Confrol 1D

Add

1. Run Control ID - Enter a unique run control ID, example: Single_Action_Invoice

2. Click Add
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The Single Action Invoice run control page displays:

=

Single Action Invoice Print Options
Run Control ID ETEST Report Manager Process Monitor fug

Selection Parameters Find | View All First ‘4 10of1 ‘B Last

Invoice Date Option
@ Processing Date
! User Defined

Posting Action

) Do Not Post @ Batch Standard $°
Range Selection Business Unit Q
© Invoice ID From Invoice
) Bill Cycle ) CustID To Invoice
2 Date Bill Added 2 Bill Type
© Range ID © Bill Source $9

~) Public Voucher Number

Elsave |[=] Notify Ek Add || 5] Update/Display

Language English - @ Specified Language ':'Recipient's Language

[+ [=]

SeqMbr 1

3.

Invoice Date Option - Defaults as Processing Date - if you accept the default, invoices will
process with the current date as the accounting date. User Defined - If you select user define
you choose which accounting date the invoices will process with

Posting Action - Defaults as Do Not Post. Select Batch Standard. If you leave the default
selection the resulting AR Pending Items will not process into AR open items until the Pending
Iltem batch is set to post

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

¢ 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. Not suggested selection.

e Cust Id, Date Bill Added, Bill Type, Range Id and Bill Source - Not generally used by SOV
(State of VT) but are available to limit the invoices selected for processing

Business Unit
e From Business Unit - Enter valid value

e To Business Unit - From value defaults and may be overridden to select a range of Business
Units

Click on the Print Options tab
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Single Action Invoice Print Options
Selection Parameters Find | View All First ‘4' 10of1 "*' Last
oo Wr 4 ﬂ d
Print Invoice Sort By Summarization Options
© Country, Postal For Invoices associated with Summarization Template:
;'C”St' Bus Unit @ Print Detail
» Bus Unit, Invoice © print Summarized
© print Both Summarized & Detail
*EDI Invoice Options EDI Only v Print Only Unprinted Invoices
[¥I print Listing
*Email Invoice Options Email Only -
*Federal Highway File Options File Only -
*Elec Invoice File Options  Xml Only -
Currency Shown on GL Report Transaction Currency -
[5] save || [=] Motify El Add | Update/Display

8. Print Invoice Sort By - Select the order you want the invoices to print in
9. Click on the Single Action Invoice tab

The Single Action Invoice page displays:

Single Action Invoice Print Options
Run Control ID ETEST Report Manager Process Monitor g
Language Englizh ~ @ specified Language ) Recipient's Language
Selection Parameters Find | View All First ‘4" 10of1 "» Last
[+][=]

SeqNbr 1
Invoice Date Option

@ Processing Date
© User Defined
Posting Action
©) Do Not Post @ Batch Standard

Range Selection Business Unit 03564 |Q

@ Al © Invoice 1D
© Bill Cycle © custID

©) Date Bill Added © Bill Type
©) Range ID © Bill Source

© public Voucher Number

Elsave ||E] Motify [E; Add || 5] Update/Display

10. Once you fill make a Range Selection of All and fill in the Business Unit and tab out of the field
click on icon (button is right of the Run button), a list of all invoices at a RDY status will

display
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Invoices at a RDY status display:

Bills To Be Processed x
Help
Bills To Be Processed Personalize | Find | View 100 | B | B First 'Y 1-90f2170 "' Last
Bl Unit  Invoice Status Customer Inv Layout Layout Type  Bill To Media
03564 SUP089987 RDY SPICD1 XMLPUB X Print Copy
03564 SUP089988 RDY SPICD1 XMLPUB X Print Copy
03564 SUP089989 RDY SPICD1 XMLPUB X Print Copy
03564 SUP089980 RDY ALEXJ3 XMLPUB X Print Copy
03564 SUP089991 RDY ALEXJ3 XMLPUB X Print Copy
03564 SUP089992 RDY ALEXJ3 XMLPUB X Print Copy
03564 SUP089993 RDY WHITS9 XMLPUB X Print Copy
03564 SUP089994 RDY WHITS9 XMLPUB X Print Copy
03564 SUP089945 RDY WHITSS XMLPUB X Print Copy
.Reum |
11. Clicking Return will bring you back to the Single Action Invoice page:
Single Action Invoice
) R i
Run Control ID Single_Action_Invoice Report Manager Process Monitor un

Language ® specified Language  Recipient's Language

Selection Parameters Find | View All First ‘4 10of1 '»' Last
#[=l

SeqNbr 1
Invoice Date Option

' Processing Date

O user Defined

Posting Action
® Do Not Post O Batch Standard

Range Selection

®an O Invoice ID
O Bill Cycle O custiD

O Date Bill Added O Bill Type
Q Range ID ) Bill Source

O Public Voucher Number

|5 save ] Notify

Business Unit 03564 |

[ Add || 3| Update/Display

12. Click Save
13. Click Run
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The Process Scheduler Request page displays:

Process Scheduler Request

UserID ETEST

Server Name
Recurrence

Time Zone Q,

Process List
Select Description

Run Control ID Single_Action_Invoice

Run Date [11/06/2018
Run Time [1:44-10PM

Process Name

OK Cancel

O Billing Currency Conversion BICURCNV
| Generate AP Vouchers BIGMAFO1
| Fre-process & Finalization BIVCO00
[ Single Action Invoice BIJOBO3

I [  sSingle Action w/ Comm Cntl BIJOBO3K I
O Load AR Fending ltems BILDARD1
| Load GL Interface BILDGLO1
| Frint Inveice wiSQR BIFJ10
1 Print XMLP PSAQ3 Invoice BIPJ100
[l Print Grants Invoice w/SQR BIPJ20
O Print SF1080/81 Invoice wiSQR BIPJ30
| Frint Invoice wiXML Publisher BIPJ50D
1 Print XMLP PS/CA Invoice BIPJ55
1 Print XMLP 1034/35 Invoice BIPJGO
[l Print XMLP Summ. Invoice BIPJG5
O Print XMLF Invoice BIPJT5
1 Print XMLP PS/PC Invoice BIPJSD
1 Print XMLP PS/OM Invoice BIPJS5
1 Print XMLP PSAQ1 Invoice BIPJ90
[l Print XMLP PSAQ2 Invoice BIPJ95
[l Billing Pre-Load Process BIPRELD
| Comm. Cnirl. Budget Processor FS_BP

Process Type
Application Engine
SQR Report
Application Engine
FSJob

PSJob

SQR Report

SQR Report
FSJob

FSJob

PSJob

PSJob

PSJob

FSJob

FSJob

PSJob

PSJob

PSJob

FSJob

FSJob

PSJob

Application Engine
Application Engine

x |

Reset to Current Date/Time

*Type

*Format

Help

Distribution

[web

v|[THT

/| Distribution

[Web

v|[PDF

/| Distribution

[web

v [TxT

/| Distribution

[{None)

v| [(None)

/| Distribution

[(None)

v| [ (None)

/| Distribution

[web

v| [PDF

/| Distribution

[Web

v|[PDF

/| Distribution

[{None)

v| [(None)

/| Distribution

[{None)

v| [(None)

/| Distribution

[(None)

v| [ (None)

/| Distribution

[(None)

v| [ (None)

/| Distribution

[(None)

v/|[(None)

/| Distribution

[{None)

v| [(None)

/| Distribution

[{None)

v| [(None)

/| Distribution

[(None)

v| [ (None)

/| Distribution

[(None)

v| [ (None)

/| Distribution

[(None)

v/|[(None)

/| Distribution

[{None)

v| [(None)

/| Distribution

[{None)

v| [(None)

/| Distribution

[(None)

v| [ (None)

/| Distribution

[Web

v|[THT

/| Distribution

[Web

v [T

/| Distribution

14. Select box - Single Action w/Comm Cntrl. This job includes the processes you ran in the

previous 4 sections

15. Click OK
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You are returned to the Single Action Invoice page. The Process Instance is recorded below the

Process Monitor link:

Single Action Invoice

Run Control ID Single_Action_Invoice

Selection Parameters
SeqNbr 1
Invoice Date Option

rocessing Date
ser Defined

Posting Action

O Do Not Post ® Batch Standard

Range Selection

® Al O Invoice 1D
O Bill Cycle OcustiD

O Date Bill Added O Bill Type
O Range ID O Bill Source
O Public Voucher Number

[F]save ||[=] Motify

Language |English  v|® specified Language

Report Manager JFProcess Monitor Run

O Recipient's Language
Process Instance:9196309

b Last

H[=]

nd | View All First ‘4 10f1

Business Unit 03564 | Q)

[ Add || 5] Update/Display

13. Click on the Report Manager link
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The List Page displays, click on the Administration tab:

List || Explorer

View Reports For
User ID ETEST

Administration

Archives

Tyoe [ e V|

Status | v| Folder| w| Instance to

Report List Personalize | Find | View All | (2] E First ‘4 1-26 of 26

Select -MC;W Description FD?:-"T;::E Format Status
2510449 9196318 BIXPRNT00 - BIXPRNTOO.pdf | Lo0cbts ?F;g%at Posted
2510448 9196319 Invoice Bursting Program :gﬂig}f (T,‘f’;:l]F"es Pasted
2510446 9196317 Load AR Pending liems :gﬂig}f ?F;g%a‘ Posted
2510445 9196316 Comm. Cirl Budget Processor | g pao™ ;?;‘;]F"es Posted
2510444 9196315 Load GL Interface :gﬂig}f ?F;g%‘“ Posted
2510443 9196314 Billing Pre-Load Process :gﬂgig}f (T,?;:DF"EE Posted
2510442 9196313 Billing Currency Conversion :gﬂig}f ;ﬁ;"es Pasted
2510441 9196311 Invoice Extract Process ey ;ﬁ;"es Posted
2510440 9196310 Pre-process & Finalization :gﬂigﬁ L?;;]F"es Pasted

1

L) Last

Details

Details

Details

Details

Details

Details

Details

Details

Details

Details

Refresh

14. Click Refresh Button until Status = Posted for BIXPRNTO0O.pdf line as well as the other
processes included in the Single Action Job beginning with the Pre-process & Finalization

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

Report

Report Manager

|c (& fintraining.erpvermont.goy % ||

Report ID: EILDAROL

Range Optien:
Business Unit:

ALL
03564

Post Action: Bo Post Action

GROUR ID Seq § CUST ID

EPICDL
# OF INVOICES IN GROUE:

4 OF AR ENTRIES IN GROUP:
ACCOUNTS RECEIVABLE AMOUNT

TOTAL # OF INVOICES PROCESSED:
TOTAL & OF AR ENTRIES GENERATED

PeopleSoft BI

LOAD AR PENDING ITEMS

ENTRY ENTRY ENTRY

ITEM (INVOICE)

TYPE RSN

USE ID ENTRY AMOUNT

CUR ENTRY AMOUNT (BASE)

Page No. 1
Run Date 11/06/2018
Run Time 11:06:35

CUR ACCOUNTING DT TERMS

15.00 UED 2018-06-01

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

group.

16. Click Report Manager tab to return to the Administration page

Returns to the Administration tab:
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List Explorer Administration Archives

View Reports For

User ID ETEST Troe R 1 Refesh
Status | v| Folder| v| Instance to
Report List Personalize | Find | View All | £ e First ‘4/ 1-260f26 '»' Last
Select e Description Hepest Format Status  Details

Date/Time

11/06/2018  Acrobat
1:55:25PM (*.pdi)

11/06/2018  Text Files
1:5434FM  (“.bxd)

11/06/2018  Acrobat
1:5434PM  (*.pdi)

11/06/2018  Text Files
1:5434FM (“.bxd)

11/06/2018  Acrobat )
2510444 9196315) Load GL Interface 1:54-34PM = pdn Posted  Details

11/06/2018  Text Files
1:54:34FM (™.t}

- - 11/06/2018  Text Files )
2510442 9196313 Billing Currency Conversion 15434PM .6 Posted  Details

) 11/06/2018  Text Files )
2510441 9196311 Invoice Exiract Process 1:54-34PM * bai) Posted  Details

o 11/06/2018  Text Files )
2510440 9196310 Pre-process & Finalization 1:54-34PM * txd) Posted  Details

1D Instance

2510449 9196313 BIXPRNTOO - BIXPRNTOO.pdf FPosted  Details

2510448 9196319 Invoice Bursting Program Posted  Details
2510446 9196317 Load AR Pending liems Posted  Details

2510445 9196316 Comm. Cnirl. Budget Processor Posted  Details

2510443 9196314 Billing Pre-Load Process Posted  Details

17. Click Load GL Interface

Report Manager | ©intwiningepremontgov | & fintraining.erpvermont.gov X ||
PecpleSoft BL
Report ID: BILDGLOL LOAD GL ACCOUNTING ENTRIES Page No. 1
Run Date 11/06/2018
Range Option: INVOICE ID Run Time 13:56:26
Starting Id:- EUP0B9591
Ending Id: SUP0QES39L
Business Unit: 03564
Inveoice Account Fund Dapt Program Class
Project AR Entrv Amount Offsget Entrv Amounts GL Unit Acctg Date
usn
SUPQE9931 110001 21843 3480004690
suepv 15.00 03480 2018-07-01
417915 21843 3480004690
SURV -15.00 03480 2018-07-01
15.00 15.00 USD
Total for Currency: 15.00 -15.00 USD
Total § of Accounting Entries Generated: 2

Opens the Load GL Accounting Entries report listing the GL transactions generated from the invoices
processed by the Single Action Invoice job.

18. Click Report Manager tab to return to the Administration page
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You are returned to

the Administration tab:

List || Explorer | Administration | Archives
View Reports For
User ID ETEST Type R V= V] 1 Refresh
Status | v| Folder| w| Instance to
Report List Personalize | Find | View All | 2] = First ‘4 1-26 of 26 '*' Last
Select Iﬁ';"“" m:;nm Description E:?:fﬁs;'e Format Status  Details
2510449 9196313' BIXPRNTO0 - BIXPRNTO0O0.pdf :ggggg:ﬂa (ﬂcgg%at Posted Details
2510448 9196319 Invoice Bursting Program :gﬂig}f (Tf;:l]F"es Pasted  Details
2510446 9196317 Load AR Pending ltems :gﬂig}f ?ng%a‘ Posted  Details
2510445 9196316 Comm. Cirl Budget Processor | g pao™ 1(;9;:[]':"95 Posted  Details
11/06/2018  Acrobat .
2510444 9196315 Load GL Interface 15434PM  (rpan  POSted  Details
2510443 9196314 Billing Pre-Load Process :gﬂig}f (T,e;:DF"es Posted  Details
2510442 9196313 Billing Currency Conversion :gﬂig}f ;ﬁ;"es Pasted  Details
. 11/06/2018  Text Files .
2510441 9196311 Invoice Extract Process 15434PM by |FOSted  |Detaks
o 11/06/2018  Text Files .
2510440 9196310 Pre-process & Finalization 15434PM  (bo)  Posted  Details
19. Click on BIXPRNTOO.pdf link to open the invoice for printing
Department of Invoice Mo: SUPOS9ET
Corrections INVOICE Inmvoice Date: DEO101E
Page: 1al1
Please Remit To! Customer Mo: SPMCM
. Payment Terms: Super Fees
Department of Comections . \
Court and Reparative Service Unit Due Date: oamame
# Merchants Riow
PO Box 175
Rutland WT 05702
Bl Te: AMOUNT DUE: 15,00 USD
Deborah Spicer
&0 Cleveland Avenue, 82
Rutland YT 05701
Armount Femtted
For billing questions, please call B02-786-5805
Chragaranl
[ Line Ichertifir Oescription Guantity UK Uret Amt et Amsunt
i SUPERVISION SLIPE FESR0N 100 EaA 1500 1500
Budviohal 1600
AMOUNT DUE: 15.00 USD
Invoice opens in a new browser window and is now available to print.
20. Click on Printer icon to print report
21. Click Report Manager tab to return to the Administration page
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You are returned to the Administration tab:

List Explorer Administration Archives
View Reports For
User ID ETEST Tyve [N ] L=t
Status | v| Folder| v| Instance
Report List Personalize | Find | View All | @l E
Report Prcs A Request
EERL D Instance DeScription Date/Time
2510449 9195318 BIXPRNTO0 - BIXPRNTO0 pdf }ggggg:f
2510448 9196319 Invoice Bursting Program :gﬂiglﬁ
2510446 9196317 Load AR Pending ltems :Eﬂ%igﬁ
2510445 9196316 Comm. Cntrl. Budget Processor }ggsgigﬁ
2510444 9196315 Load GL Inferface }gﬂig:‘f
2510443 9196314 Billing Pre-Load Process :1£§ig:f
2510442 9196313 Billing Currency Conversion :gﬂ%igﬁ
. 11/06/2018
2510441 9196311 Invoice Exiract Process 1-54-34PM
L 11/06/2018
2510440 9196310 Pre-process & Finalization 154-34PM

to
First ‘4

Format Status

Acrobat

(*.pdf)

Text Files
Posted

(*-bxd)

Acrobat

(*.pdf)

Text Files Posted

Posted

Posted

Acrobat
(*.pdf)
Text Files
(*-bxd)
Text Files
(- txt)
Text Files
(")

Text Files
Posted
(")

Posted

Posted

Posted

Posted

1

1-26 0f 26 '»' Last

Details
Details
Details
Details
Details
Details
Details
Details
Details

Details

Refresh

When the Single Action Invoice job is complete the Bill Summary will reflect all the previously

discussed processing results.

WorkCenter navigation: Billing WorkCenter > links pagelet > Review Billing Information > Bill

Summary

Navigator Menu navigation: Billing > Review Billing Information > Summary

The Bill Summary search page displays:

Bill Summary

Find an Existing Value

Search Criteria

Business Unit[= W] [
Invoice | beging with

Bill Status|= v

Customer| beging with »
Contract| begins with

Bills in Business Unit[= ]

L L |L L

Template Invoice Flag[= v |

[ case sensitive
Limit the number of resuliz to (up to 300). |300

Search Clear

i
Basic Search 53 Save Search Criteria

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

23. Business Unit - Enter valid BU

24. Invoice - Enter the invoice number from the printed invoice above

25. Click Search
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The Bill Summary Info page displays, click on the Bill Summary Info 2 tab:

Bill Summary Info I Bill Summary Info 2 I

Unit 03564 Invoice SUP039927
GL Level BI Creates GL Acct Entries Attach Invoice Image
AR Level Header is AR Open ltem VAT Defaults Applied
AR Option Use Header for Distribution +/| Invoice Printed
Pre-Load Status Done EDI Sent
Budget Check Status Valid v Currency Converted
Approval Status Not Required +/| GL Entries Created
Date Bill Added 081%2018 10:54AM v/ AR Pending Item Created
Created By WA E2 White,Michelle L
Created By Process Recurring Bill

Go to:
Bill Search

o™ Return to Search | Notify

Bill Summary Info | Bill Summary Info 2

Address Copy Address

MNotes

The summary will indicate all the steps completed successfully if the following values are set as
follows:

Pre-Load Status is Done

Budget Check Status is Valid
Invoice Printed is checked

Currency Converted is checked
GL Entry Created is checked
AR Pending Item Created is checked

WARNING

If any values on Bill Summary Info 2 do not match the expected results listed above do not run
next process. Contact the VISION Finance Support Team for assistance @ 828-6700 option 2.
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Four-Step Generate Invoice Process

First Step — Pre-process & Finalization

Possible situations when this function is used: The system selects only bills with a RDY. Once a bill
has been successfully finalized, the Finalization function changes the bill’s status to INV (invoiced).
You cannot make any further changes to the bill.

WorkCenter navigation: Billing WorkCenter > Links pagelet > Generate Invoices > Finalize and Print
Invoices

Navigator Menu navigation: Billing > Generate Invoices > Non-Consolidated > Finalize and Print
Invoices

The Finalize and Print page displays, click the Add a New Value tab:

Finalize And Print

Find an Existing Value Add a New Value

Run Caontrol 1D |

Add

1. Run Control ID - Enter a unique run control ID ex: Finalize_and_Print

2. Click Add
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The Finalize and Print page displays:

Finalize and Print || Print Options
. Run El
Run Control ID Finalize_and_Print Report Manager  Process Monitor &
Language|English | ® Specified Language ) Recipient's Language
Selection Parameters Find | View All First ‘4" 10f1 '»/ Last
+ —
SeqNbr 1 J J
Invoice Date Option
® Processing Date
O User Defined
r\['
REHES S5 L) From Business Unit aQ,
I Invoice ID To Business Unit Q
ill Cycle () Cust ID
O Date Bill Added O Bill Type
O Range ID ) Bill Source
O Public Voucher Number
‘5l Save =7 Notify + Add 2| Update/Display
Finalize and Print | Print Options

3. Invoice Date Options - Defaults as Processing Date — if you accept the default, invoices will
process with the current date as the accounting date. User Defined — If you select user define
you choose which accounting date the invoices will process with

4. Range Selection

All - If all is selected, all invoices at a RDY status will process — suggested selection.
Invoice Id — Invoice Id defaults as selected. By selecting this option, you choose the
invoice # range you want to process

Bill Cycle — Another option that can be used to process invoices. Not suggested
selection

Cust Id — Not generally used by SOV (State of VT)

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)

Bill Source - Not generally used by SOV (State of VT)

5. Business Unit

From Business Unit - Enter valid value
To Business Unit — From value defaults and may be overridden to select a range of BUs

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

Bills To Be Processed X

Help
Bills To Be Processed Personalize | Find | View 100 | & | =] First ‘4 1-90f2170 '*' Last

Bl Unit  Invoice Status Customer Inv Layout Layout Type  Bill To Media

03564 SUP089987 RDY SPICD1 XMLPUB X Print Copy

03564 SUP089988 RDY SPICD1 XMLPUB X Print Copy

03564 SUP089989 RDY SPICD1 XMLPUB X Print Copy

03564 SUP029990 RDY ALEXJ3 XMLPUB X Print Copy

03564 SUP029991 RDY ALEXJ3 XMLPUB X Print Copy

03564 SUP029992 RDY ALEXJ3 XMLPUB X Print Copy

03564 SUP089993 RDY WHITSS XMLPUB X Print Copy

03564 SUP089994 RDY WHITSS XMLPUB X Print Copy

03564 SUP029995 RDY WHITSS XMLPUB X Print Copy

7. Click Return
Finalize and Print page displays:
Finalize and Print Print Options
) R
Run Control ID Finalize_and_Print Report Manager  Frocess Monitor an

Language |English | ® sSpecified Language

Selection Parameters

SeqNbr 1
Invoice Date Option

O Processin g Date
@® User Defined 09/30/2018 |[31]

Range Selection

®an O Invoice ID
O Bill Cycle O custID

O Date Bill Added O Bill Type
@] Range ID O Bill Source

O Public Voucher Number

[Flsave ||[=] Notify

Finalize and Print | Print Options

O Recipient's Language

Find | View All First ‘4’ 10f1 '»' Last

[#[=]

From Business Unit 03564 |Q
To Business Unit 03564 |C

[4Add || 2] Update/Display

8. Click Run to start the process
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The Process Scheduler Request page is displayed:

Process Scheduler Request x
Help
UserID ETEST Run Control ID Finalize_and_Print
Server Name Run Date |11/05/2018 [
Recurrence Run Time [2:02:45PM Reset to Current Date/Time
Time Zone Q

Process List

Select Description Process Name Process Type *Type *Format Distribution

IC0  Pre-process & Finalization Bivcooo | Application Engine  [Web  ~|[TXT | Distribution

[] Finalize and Print BIJOBO1 PSJob [(None) ~|[(None) | Distribution

[]  Print Invoice w/SQR BIFJ10 PSJob [(None) ~|[(None) | Distribution

[0  Print XMLP PSAO3 Invoice BIPJ100 PSJob [(None) ~|[(None) | Distribution

[]  Print Portrait Invoice w/SQR BIPJ11 PSJob [(None) ~|[(None) | Distribution

[]  Print Grants Invoice w/SQR BIFJ20 PSJob [(None) ~|[(None) | Distribution

[]  Print SF1080/81 Invoice w/SQR BIPJ30 PSJob [(None) ~|[(None) | Distribution

[]  Print Invoice w/XML Publisher BIPJ50 PSJob [(None) ~|[(None) | Distribution

[]  Print XMLP PS/CA Invoice BIFJ55 PSJob [(None) ~|[(None) | Distribution

[0  Print XMLP 1034/35 Invoice BIPJGO PSJob [(None) ~|[(None) | Distribution

[]  Print XMLP Summ. Invoice BIPJ65 PSJob [(None) ~|[(None) | Distribution

[]  Print XMLP Invoice BIPJ75 PSJob [(None) ~|[(None) | Distribution

[0  Print XMLP PS/PC Invoice BIPJSO PSJob [(None) ~|[(None) | Distribution

[]  Print XMLP PS/OM Invoice BIFJS5 PSJob [(None) w|[(None} | Distribution

[]  Print XMLP PSAO1 Invoice BIPJ9O PSJob [(None) ~|[(None) | Distribution

[]  Print XMLP PSAQ2 Invoice BIPJ95 PSJob [(None) ~|[(None) | Distribution

0K Cancel
9. Select Box - Pre-process & finalization (BIIVC000)
10. Click OK
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Returns to the Finalize and Print page:

Finalize and Print Print Options
= : Run i
Run Control ID Finalize_and_Print Report Manager
Language English  v| @ Specified Language C Recipient's Language
I Process Instance:9191214 I
Selection Parameters Find | View All First 4/ 10of1 '}/ Last
+ —
SeqNbr 1 =]
Inveice Date Option
O Processing Date
® User Defined 09/30/2018 [
Sli= S From Business Unit (03564 |C,
. \ Invoice ID To Business Unit[03564 |
O gill Cycle O custiD
O Date Bill Added O Bill Type
(O Range ID C Bill Source
O Public Voucher Number
[§l5ave ||l Return to Search Previous in List 4=| Nextin List =] Natify | 4 Add | Update/Display
Finalize and Print | Print Options

The process request has been submitted and the Process Instance is listed below the Run button.

11. Click on the Process Monitor link

The Process List page is displayed:

Process List Server List

View Process Request For

Go back to Finalize And Print
[F]save | |[=] MNotify

Process List | Server List

UserDETEST =& Type V] Gt vl 1
server  ~|  Name @, Instance From Instance To
Run Stﬂtus Distribution Status W] save On Refresh
Process List Personalize | Find | View All | (2] = First '4/ 1-20f2 ‘b Last
Select Instance Seq. Process Type Process Name User Run DateTime Run Status Ig:xil:ution Details
I 9191814 Application Engine BIIVCO00 ETEST  11/05/2018 2:02:45PM EST Success Posted Details I
9191813 Application Engine GL_JEDIT_0 ETEST  11/05/2018 12:02:29FPM EST Success Posted Details

12. Click Refresh till Run Status = Success and Distribution Status = Posted

Note: The Finalize and Print process (BIIVC000) changes invoices at a RDY status to a status

of INV. You cannot make any further changes to the bill.
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The following navigation brings you to the summary page of one of the invoices that processed, to
confirm that this change has occurred.

WorkCenter Navigation: Billing WorkCenter > Links Pagelet > Review Billing Information > Bill
Summary

Navigator Menu navigation: Billing > Review Billing Information > Summary

The Bill Summary page is displayed:

1.
2.

Bill Summary

Find an Existing Value

Search Criteria

Business Unit |
Invoice | begins with w

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

Bill Status|= v |

Customer| begins with
Contract| begins with w

Bills in Business Unit

L Ll L L

Template Invoice Flag[= v |

[Jcase sensitive
Limit the number of results to (up to 300). |300

Search l Clear

-
Basic Search 2 Save Search Criteria

Business Unit - Enter valid BU

Invoice - Enter invoice number

3. Click Search
The Bill Summary Info page is displayed:

4. Bill Status has been changed from RDY to INV

Bill Summiary Info Bill Summary Info 2

Unit 03564 Invoice SUP089987
Gross Extended Amount 15.00
Total Discounts 0.00
Total Surcharges 0.00
Total VAT Amount 0.00
Total Taxes 0.00
Total Invoice Amount 15.00
Forward Bal 0.00
Paid Amount 0.00
Total Due 15.00 USD
Go to: Header Info 1 Address
Bill Search Line Search
‘" Return to Search =] Notify

Bill Summary Info | Bill Summary Info 2

Invoice Date 06/01/2018

Customer SPICD1
Invoice Type Regular

Deborah Spicer

Bill Type SUF Supervision Fees

Bill Source MANUAL
| Binstatus inv |
Template Mo

Manual

Consol Hdr No
Bill By ID
Invoice Media Print Copy

Due Date 06/01/2018

Copy Address Motes
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Warning: If the Pre-finalize and print process ran to success and the bill status
did not change to INV STOP. Do not run next process. Contact the VISION

Finance Support Team for assistance @ 828-6700. option 2

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 includes processes 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
Frocessing

General Ledger
Frocessing

Fhefine Request
P rocess Request

FE:xtract Data fram
Acctg. Entry Table
*Automaticalby

"Walidate Jaurnal
Entries
“Post Journal Entries

Generate Journal
Entries

e Currency Conversion - Currency conversion calculates base currency and foreign 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

e Budget Check - The Load GL process populates the budget date with the accounting date that
is determined when you run the Finalize and Print process pre-process. The Finalization
process determines invoice dates and accounting dates. It populates the invoice date with the
current date, 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.

Billing Manual - May 2019 Page 92 of 162



WorkCenter Navigation: Billing WorkCenter > Links pagelet > Generate Invoices > Create Accounting

Entries

Navigator Menu navigation: Billing >Generate Invoices > Non-Consolidated > Create Accounting Entries

The Load GL Acctng Entries page displays, click on the Add a New Value tab:

Load GL Acctng Entries

Find an Existing Value | Adda New Value

Run Conirol 1D Accountin g_Entries_BiIIinq x

Add

1. Run Control ID - Enter a unique run control ID, for example: Accounting_Entries_Billing

2. Click Add

The Create Accounting Entries page is displayed

Create Accounting Entries

Run Control ID Accounting_Entries_Billing Report Manager Process Monitor Run

Language | English v

Print Load GL Report
Currency Shown on Report|Transaclion Currency W

I Business Unit Q I

Range Selection

1 Invoiced Bills O Invoice ID
' Bill Cycle O custID
O Date Bill Added C Bill Type
) Range ID O Bill Source
Gl Save || [=] Notify

Load GL Selection Parameters Find | View All First ‘4 10of1 '} Last

2| Update/Display

FHE=

3. Business Unit: Enter a valid value

4. Range Selection - The most common selections are: All invoiced Bills — defaults —accept
default if you are processing all invoices for a Business Unit or 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

5. Print Load GL Report — Defaults as checked - accept default. This will produce an accounting

entry report and will be available to print
6. Click Run
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The Process Scheduler Request page displays:

Process Scheduler Request
Help
UserID ETEST Run Control ID Accounting_Entries_Billing
Server Name Run Date [11/05/2018 x |[5]
Recurrence Run Time [2-20-27FM Reset to Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
[]  Biling Currency Conversion BICURCNV Application Engine  [Web | [TXT | Distribution
]  Curr Conv, Preload & Load GL BIJOBO06 PSJob [(None) w][{None) | Distribution
I Cum Cnv, Preload, Load GL, KK BlJOBOSK | PSJob [(None) |[(None} | Distribution
[0 Load GL Inferface BILDGLO1 SQR Report [Web  w|[PDF | Distribution
O Billing Pre-Load Process BIFRELD Application Engine | Web v| |TXT v| Distribution
O Comm. Cnirl. Budget Processor FS_BP Application Engine |Web v| |TXT v| Distribution
Cancel

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

8. Click OK

You are returned to the Create Accounting Entries page:

Create Accounting Entries

Run Control ID Accounting_Entries_Billing Report Manager | Frocess Monitor

Language | English Y]
Load GL Selection Parameters Find | View All First ‘4 1of1 ‘b Last
Print Load GL Report #[=]
Currency Shown on Report|Tlansac1ion Currency hd

Business Unit 03564 |Q

Process Instance:9192144

Range Selection
From Invoice SUP089387
() All Invoiced Bills ® Invoice 1D

Il Cycle CustID
_! Date Bill Added Bill Type
O Range ID O Bill Source

To Invoice SUP0B9987

[F]save ||[=] Notity | % Add || 7| Update/Display

The process request has been submitted and the Process Instance is listed below the Process
Monitor link.

9. Click Report Manager link
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List page displays, click the Administration tab:

List Ea-olo:etl Administration Iluawes

View Reports For

User ID ETEST
Status | v| Folder| v| Instance

Repost List Personalize | Find | View A1 | &9 [

sect P e Description DetaiTime
2506283 9192148 Comm. Crirl Budget Processoc 111072018
2506282 919214 s i
2506281 9192146 Billng Pre-Load Process s
2506280 9192145 Biling Currency Conversion Rt
2506270 9192134 Comm Cnifl BUOGEL PIOCESSOr 1 32 1apms
2506260 9192133 Load GL Intertace e 4
2506268 9192132 Billng Pre-Load Process bt 4
2506267 9192131 Biling Currency Conversion iy
2505951 9191814 Pre-process & Finalization ;1‘.)'252&5?)::
2505950 6191813 PS/GL Online Journal Edit bt

Type [ ' =

Furst

to

¢ 1100110

Format  Status

Text
Flles
(" bd)

Acrobat
(*.paf)

Text
Files
(*. 1)
Text
Files
(*.bet)
Text
Flies
(".tt)

Acrobat
(*.paf)

Text
Files
(".bat)
Text
Files
(*.bct)
Text
Files
(*.txt)
Text
Flles
(" ot)

Posted

Posted

Posted

Posted

Posted

Posted

Posted

Posted

Posted

P oLast

Details

Details

[Foses s

Details

Details

Details

Details

Details

Details

Detaits

Details

10. Click Refresh until the Load GL Interface process runs to a status of Posted

11. Click on Load GL Interface link

The Report opens in a new browser window:

e Manager 2 L)

3 eneseeens

Py

Ba

e ~

12. Click on Printer icon to print report
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The following navigation brings you to the summary page of one of the invoices that processed, to
confirm that this change has occurred.

WorkCenter navigation: Billing WorkCenter > Links pagelet > Review Billing Information > Bill

Summary

Navigator Menu navigation: Billing > Review Billing Information > Summary

The Bill Summary page is displays:

Bill Summary

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

Find an Existing Value

Search Criteria

Business Unit|= W] |
Invaice

Bill Status|= v |
Cuslomer
Contract|begins with |

Bills in Business Unit[= /|
Template Invoice Flag|= v | v|

s Pl LR
<

[ case sensitive
Limit the number of resulis to (up to 300):. 300

]
Search Clear Basic Search = Save Search Criteria

1. Business Unit - Enter valid BU
2. Invoice - Enter invoice number

3. Click Search

Billing Manual - May 2019

Page 96 of 162



The Bill Summary Info page displays:

Bill Summary Info Bill Summary Info 2

Unit 03564 Invoice SUP089987 Invoice Date 06/01/2018 e
Gross Extended Amount 15.00 Customer SPICD1 Deborah Spicer
Total Discounts 0.00 Invoice Type Regular
Total Surcharges 0.00

Bill Type SUFP Supervision Fees

Bill Source MﬁuuiL Manual
Total VAT Amount 0.00 Bill Status [NV

Total Taxes 0.00 Template No
Consol Hdr No
Total Invoice Amount 15.00 Bill By ID
Forward Bal 0.00 Invoice Media Frint Copy
Paid Amount 0.00
Due Date 06/01/2018
Total Due 15.00 USD
Go to: Header Info 1 Address Copy Address Notes
Bill Search Line Search

" Return to Search [=] Motify

4. Bill Status should be INV
5. Click Bill Summary Info 2 tab
The Bill Summary Info 2 page displays:

Bill Summary Info Bill Summary Info 2

Unit 03564 Invoice SUPDS998T
GL Level Bl Creates GL Acct Entries Attach Invoice Image
AR Level Headeris AR Open ltem VAT Defaults Applied

AR Option Use Header for Distribution

Invoice Printed

Pre-Load Status Done EDI Sent
Budget Check Status Valid | Currency Converted
Approval Status Not Required »| GL Entries Created
Date Bill Added 08/19/2018 10:54AM AR Pending Item Created
Created By MWHITE2 White,Michelle L
Created By Process Recurring Bill

Go to: Header Info 1 Address Copy Address Motes
Bill Search Line Search
oh Return to Search =] Notify

If all processes ran to success the following statuses/options will be displayed: Pre-load Status = Done;
Budget Check Status = Valid; Currency Converted and GL Entries Created check boxes are Selected.

WARNING
If the Create Accounting Entries ran to success and Currency Conversion, Pre-Load, GL Entries and

Budget Check were not selected STOP. Do not run next process. Contact the VISION Finance
Support Team for assistance @ 828-6700 option 2.
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Third step — Extract Billing and Print Invoices

Possible situations when this function is used: Invoices are printed in a two-step process. The first
step to printing invoices (after finalization) is to run the BI_IVCEXT extract process. The extract
process populates the extract tables with the data necessary to print invoices. The second process is
the print program. The State uses the Bl Publisher Invoice (BIXPRNTOO0) which reads the extract
information and produces a formatted invoice for printing or email.

You can use the same run control you created when running the Pre-process shown in step 1.

WorkCenter Navigation: Billing WorkCenter > Links pagelet > Generate Invoices > Finalize and Print
Invoices

Navigator Menu navigation: Billing > Generate Invoices > Non-Consolidated > Finalize and Print
Invoices

The Finalize and Print page displays with the Find an Existing Value tab open:

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 Mew Value

Search Criteria

Run Confrol ID| begins with ||

[ case Sensitive
Limit the number of results to (up to 300): 300

=
Search Clear Basic Search 2 Save Search Criteria

1. Click on Search to find and existing value (or click the Add a New Value tab)
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Search results display:

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

Search Criteria

Run Control ID |

[case sensitive
Limit the number of results to (up to 300). 300

[
Search Clear Basic Search = Save Search Criteria

Search Results

View All First ‘4" 1sae 'F/ Last
Run Control ID Language Code
Accounting_Entries_Billing English
- English
Finalize_and_Print English
POBudTest English
PO_BUDGET_CHECK  English
Test1 English

2. Choose the run control created when you created the run control for finalize and print pre-

process by clicking on the link. Example: Finalize_and_Print

The Finalize and Print page displays:

Finalize and Print Print Options
. Run
Run Control ID Finalize_and_Print Report Manager Process Monitor
Language English | ®) Specified Language O Recipient's Language
Selection Parameters Find | View Al First ‘&) 10f1 &/ Last
+|[=
SeqNbr 1 J _I
Invoice Date Option
O Processing Date
® user Defined 093012018 _|[
anueseecion From Business Unit(03564 |Q
®an Onvoice ID To Business Unit (03564 |Q
QO Bill Cycle O custID
O Date Bill Added O Bill Type
O Range ID O Bill Source
O Public Voucher Number
[Flsave ||[=] Notify |-+ Add .| Update/Display
Finalize and Print | Print Options

NOTE: In this example since we used the run control that was created for the Pre-process
finalize and print 1% step of Generating invoices, the Business Unit is already populated. If you

created a new run control you will need to enter a Business Unit.

3. Click on the Print Option tab
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The Print Options page displays:

Einalize and Print Print Options

Selection Parameters Find | View All First '+ 10f1 *' Last
Seq Nbr 1 ﬂ j
Print Invoice Sort By Summarization Options

untry, Postal For Invoices associated with Summarization Template:
Cust, Bus Unit ® print Detail
\_' Bus Unit, Invoice

./ Print Summarized
O Print Both Summarized & Detail

*EDI Invoice Options Print Only Unprinted Invoices
[ print Listing
*Email Invoice Options
*Federal Highway File Options
*Elec Invoice File Options
Gl Save =" Return to Search 1| Previous in List 4 | Nextin List =] Notify =% Add

Finalize and Print | Print Options

4. Print Invoice Sort By options:
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.
Accept remaining defaults on this page.

5. Click on the Finalize and Print tab
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The Finalize and

Print page displays:

Finalize and Print

Print Options

Run Control ID Finalize_and_Print

Selection Parameters

SeqNbr 1
Invoice Date Option

(@] Processing Date

) Public Voucher Number

Report Manager

Language English /| ®) specified Language

® User Defined 0973012018 |[5]
Range Selection

® Al O Invoice ID

O Bill Cycle O custip

O Date Bill Added O Bill Type

) Range ID O Bill Source

Process Monitor

| Run |

O Recipient's Language

Find | View All First

From Business Unit 03564 | Q)

To Business Unit|03564 |Q

b Last

[#[=]

10f1

[Flsave | =] Notify [ % Add || 7] Update/Display
Finalize and Print | Print Options
6. Click Save
7. Click Run to run process
The Process Scheduler Request page displays:
Process Scheduler Request by
Help
User I ETEST Run Control 1D Finakze_and_Print
Server Name | Run Date 11052012 W
Recurmence ~] Run Time 202 45PM Reselt 1o Curant Date Time
Time Zone Q,

Process List
Sedect  escripleon Procesd Mame Proceas Type *Type * Fosmeat [T
[0  Preprocess & Finakzation BINVCO00 Application Engine  [Web | [T w| Distiibution
(] Finalize and Print BlICGBM FEiab |[Hooe)  w) [ (Mone) W Drstribution
[0 Print ieneice wiSQR BIFJI0 FSob (Hone) | [[Mone] | Distribution
[0 Print XMLP FSAD3 Inveice BIFJ100 PSJob [(Nome) ] [(Monel  w| Distribution
[ Print Porrail Invoice wSOR BIFJ11 FSJob [(Homa) ] [(Non)  w| Distribution
O Print Granks Iredets wiSOR BIPJ2G Poial |(Hom)  ») | (Monet) Distribution
[0  Print SF108081 Involce wSOR BIFJ30 FSob (Hone) | [Mone] | Distribution
[0 Print ierveice wiXML Publisher BIFJS0 FSJob (Hone) | [[Mone] | Distribution
[0 Print XMLF PSICA Inveice BIFJ55 FSJob [Noma) ] [[(None)  w| Distribution
[ Print XMLP 1034735 Invoioe BIPJ60 PEJb [(None) ] [(Non#)  w| Distribution

| Print XMLP BIFJES FSiob | (Mo v__‘lr\.lonel s | DHstribation
[  Print XMLP Invosce BIFJTS FSob (Hone) | [Mone] | Distribution
[ Frint XMLP PSIPC Invcecs BIFJB0 FEob [Hone) | [(Mone) | Distributon
[ Print XMLP PSIOM Invoice BIFJAS PSJob [Hone) | [[None) | Distribution
(] Print XMLP PSADT Invngice BIPJGG Poiolh (Hone) ) | (Mone)  w| Distribution
[0  Print XMLP PEAOZ Invoice BIFJGS FSob (Hone) | [Mone] | Distribution

o ] o

8. Select Box - Print XMLP Invoice (BIPJ75), this is a job that combines the Extract and Print processes

9. Click OK
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The Finalize and Print page displays:

Finalize and Print FPrint Options

Language English  w|® sSpecified Language

Selection Parameters

SeqNbr 1
Invoice Date Option

@) Processing Date
® User Defined 09/3012018 |[5])

Range Selection

®ian O Invoice ID
O Bill Cycle O custiD

O Date Bill Added O Bill Type
@) Range ID O Bill Source

O Public Voucher Number

[§]save ||[E Returnto Search ||4] Previous in List ||4=] Nextin List

) i
Run Control ID Finalize_and_Print Report Manager  Process Monitor Run

@) Recipient's Language
Process Instance:9196131
Find | View All

From Business Unit 03564 |Q
To Business Unit 03564 |Q

[=] Motify [ 4 Add

Finalize and Print | Print Options

First ‘&' 10of1 ‘*/ Last

H[=]

4] Update/Display

10. Click on the Report Manager link

The List page will display, click on the Administration tab:

List Explorer Administration Archives

View Reports For

User ID ETEST Type Lasi
Status | v| Folder| v| Instance
Report List Personalize | Find | View Al | 2| [E
Report Pres S Request
Selet 1D Instance Description Date/Time
. - 11/06/2018
2510300 9196166 VT Purchasing Budget Activity 9-27-30AM
11/06/2018
2510272 91961 34' BIXFRNTOO - BIXFRNTO0.pdi I 9:20-26AM
. . 11/06/2018
2510268 9196135 Invoice Bursting Program 0-19:28AM
. 11/06/2018
2510266 9196132 Invoice Extract Process 0-19:28AM
11/05/2018
2506706 9192571 Comm. Cnirl. Budget Processor 528-38PM

v 1 Refresh

to

First ‘4’ 1-160f16 '*' Last

Format Status Details

SQR

Portable .
Format Posted  Details
(*.spf)

Acrobat .
(* pd) Details
Text

Files Posted Details
(*-txt)
Text
Files Posted Details
(*-txt)
Text
Files Posted Details
(* bt

11. Click Refresh until the invoice print process runs to a Status of Posted

12. Click on BIXPRNTO0O0.pdf link to open the invoice for printing
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The Invoice opens in a new browser window:

Department of Invoice No: SUP089987
Corrections INVOICE Invoice Date: 06/01/2018
Page: 10f1
Please Remit To: Customer No: SPICD1
. Payment Terms: Super Fees
Department of Corrections X
Court and Reparative Service Unit Due Date: 06/01/2018
9 Merchants Row
PO Box 175
Rutland VT 05702
Bill To: AMOUNT DUE: 15.00 USD
Deborah Spicer
60 Cleveland Avenue, #2
Rutland VT 05701
Amount Remitted
For billing questions, please call 802-786-5809
Original
[ Line Identifier Description Quantity UOM Unit Amt Net Amount |
1 SUPERVISION ~ SUPERVISION 15.00 15.00
Subtotal: 15.00
AMOUNT DUE: 15.00 USD

13. Click on the Printer icon to print the invoice
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When the Extract runs the Bill Summary 2 page is updated to indicate the invoice has been printed.
The invoice cannot be printed again. The Reprint process is required to print an additional copy of an

invoice after the Print flag is checked.

WorkCenter Navigation: Billing WorkCenter > Links pagelet > Review Billing Information > Bill

Summary

Navigator Menu navigation: Billing > Review Billing Information > Summary

The Bill Summary page displays:

Bill Summary

Find an Existing Value

Search Criteria

Business Unit|= w/| |
Invoice

Bill Status|= v |
Customer|begins with_v|
Contract| begins with |

Bills in Business Unit|= w|
Template Invoice Flag|= v | V|

L2 L L L
<

[ case Sensitive
Limit the number of resulis to (up to 300). 300

=
Search Clear Basic Search = Save Search Criteria

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

1. Business Unit - Enter valid BU

2. Invoice - Enter the invoice number from the printed invoice above

3. Click Search
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The Bill Summary Info page displays, click the Bill Summary Info 2 tab:

Bill Summary Info Bill Summary Info 2

Unit 03564 Invoice SUPO0B9987
GL Level Bl Creates GL Acct Entries Attach Invoice Image
AR Level Headeris AR Open ltem VAT Defaults Applied
AR Option Use Header for Distribution +| Invoice Printed
Pre-Load Status Done EDI Sent

Budget Check Status Valid
Approval Status Mot Required
Date Bill Added 08/19/2013 10:54AM
Created By MWHITE2 White Michelle L
Created By Process Recurring Bill

»| Currency Converted
»| GL Entries Created
AR Pending Item Created

Go to: Header Info 1 Address Copy Address Notes
Bill Search Line Search
=" Return to Search | Motify

Bill Summary Info | Bill Summary Info 2

Invoice Printed box should be selected. Once you process the Extract the print box is checked
indicating this invoice is printed.

WARNING

If Invoice printed box is not selected STOP. Do not run next process. Contact the VISION
Finance Support Team for assistance @ 828-6700 option 2.

Billing Manual - May 2019 Page 105 of 162



Fourth 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.

WorkCenter navigation: Billing WorkCenter > Links pagelet > Generate Invoices > Load invoices to AR

Navigator Menu navigation: Billing > Generate Invoices > Non-Consolidated > Load invoices to AR

The Load AR Pending Items search page displays, click on the Add a New Value tab:

Load AR Pending ltems

Find an Existing Value | Adda New Value

Run Conirol 1D |

Add

1. Run Control ID - Enter a new run control ID. Example: Load_AR

2. Click Add
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The Load AR Pending Items page displays:

Load Invoices to AR

Run Control ID Load_AR

Language

Load AR Selection Parameters

I Print Load AR Report I

Posting Action

O Batch Standard
I Business Unit &} I

Range Selection

®) All Invoiced Bills O Invoice ID

O Bill Cycle OcustiD

O Date Bill Added O Bill Type

O Range ID O Bill Source
[Fl Save | I=] Notify

Report Manager Process Monito

Run

Find | View All

=« Add

First ‘4 1of1 ‘' Last

[+ (=]

1 Update/Display

@ N o un

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

Posting Action - Defaults as Do Not Post. Select Batch Standard. If you leave the default
selection, the resulting AR Pending Items will not process into AR. The external group will
need to be manually set to Batch Standard in order to process into AR

Business Unit - Enter Valid Value

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

Click Save
Click Run
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The Process Scheduler Request page displays:

Process Scheduler Request x
Help
User ID ETEST Run Control ID Load_AR
Server Name Run Date [11/06/2018 x [
Recurrence Run Time |10°50-33AM Reset to Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
O Billing Currency Conversion BICURCNV Application Engine |Web v| |TXT v| Distribution
[]  Cumr Conv, Preload & Load AR BIJOBO05 PSJob [(None) w|[(None}) /| Distribution
E Load AR Pending ltems BILDARO1 | SQR Report [Web  w|[PDF | Distribution
| Billing Pre-Load Process BIFRELD Application Engine  [Web v|[TxT /| Distribution
OK Cancel

9. Select box - Load AR Pending Items (BILDARO1)
10. Click OK

The Load AR Pending Items page displays:

Load Invoices to AR

Run Control ID Load_AR Report Manager |Process Monitor un
Language | English bt Process Instance:9196307
Load AR Selection Parameters Find | View Al First ‘4 10of1 "} Last
Print Load AR Report #[=]
Posting Action

O Do Not Post
atch Standard

Business Unit 03564 |3

Range Selection

® All Invoiced Bills O Invoice 1D
O Bill Cycle OcustiD
O Date Bill Added O Bill Type
O Range ID O Bill Source
[F]save ||[=] Notify 5k Add || 5] Update/Display

11. Click on Report Manager link
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The List Page displays, click on the Administration tab:
The Administration tab is displayed:

List Explorerl Administration IArchi\res
View Reports For
User ID ETEST Type 1 Refresh
Status | ~v| Folder| v| Instance to
Report List Personalize | Find | View All | G| =] First ‘4’ 1-180f18 '}/ Last
Report  Precs - Request -
Select D e Description Date/Time Format Status Details
2510438 9196307 Load AR Pending ltems e | Details
SQR
2510437 9196306 VT Purchasing Budgst Activity lafgg{ggm‘ ngrﬁz:e Posted  Details
(*.spf)
SQR
2510300 9196166 VT Purchasing Budget Activity ;fggsgfgm Eglrtrﬁg:e Posted  Defails
(*.5pf)

12. Click Refresh till Status is Posted for Load AR Pending ltems

13. Click on Load AR Pending Items link, this will open a new browse window showing the Load

Report Manager % (2 fintraining.erpvermont.gov % ||
PecpleSoft BI
Report ID: BILDAROL LOAD AR PENDING ITEME Page No. 1

Range Option:
Business Unit:
Post Action:

ALL
03564
Bo Post Action

GROUP ID Seg § CUST ID ITEM (INVOICE) LINE TYPE REN

28490 1 EPICDL £0P0B9987 IN sup IT-01
# OF INVOICES IN GROUE: 1

4 OF AR ENTRIES IN GROUP: 1

ACCOUNTS RECEIVABLE AMOUNT 15.00 USD

TOTAL # OF INVOICES PROCESSED: 1

TOTAL & OF AR ENTRIES GENERATED 1

CUR ENTRY AMOUNT (BACE)

CUR ACCOUNTING DT TERMS

15.00 USD 2018-06-01

Run Date 11/06/2018
Run Time 11:06:35

External Pending Group has been created and will post to customer’s accounts when the ARUPDATE
process runs overnight. Above report shows the external pending group # and invoices tied to that

group.

Four-Step Generate Invoice Process 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

WorkCenter navigation: Billing WorkCenter > Links pagelet > Maintain Bills > Adjust Entire Bill

Navigator Menu navigation: Billing > Maintain Bills > Adjust Entire Bill

The Adjust Entire Bill search page displays:

Adjust Entire Bill

Find an Existing Value

Search Criteria

Business Unit = «
Invoice begins with
Customer begins with -
Contract beging with

D Case Sensitive
Limit the number of results to (up to 300): 300

3
Search Clear Basic Search [&:

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

Save Search Criteria

Business Unit - Enter valid value
Invoice - Enter invoice # to adjust entire bill
Customer - Enter customer or leave blank

Contract - Not used by SOV

i W nNR

Click Search
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The Adjust Entire Bill page is displayed:

Adjust Entire Bill

Unit 01106 Bill To TRE3 TRE STATE TREASURER
Invoice 69162359 Invoice Amt 273.70 uUsD
Select Bill Adjustment Action Adjustment Results
L NO RILACOD *Credit Bill [NEXT

O] i ire Bi =
&/ Credit Entire Bill Rebill Bill NEX Header Info 1
T Crean & Repi

Rebill Default Action

Adjustment Reason PRICE €}

® Retain Original Invoice Value
Use Current Customer Value

[§]save |G Return to Search +=] Previous in List 4= Mextin List [=] Motify || &% Refresh

6. Select Bill Adjustment Action - No Bill Action defaults, select Credit Entire Bill to credit the

original invoice
7. Adjustment Reason - Select the adjustment reason

8. Click Save

Adjust Entire Bill

Unit 01106 Bill To TRE3 TRE STATE TRE
Invoice 69162359 Invoice Amt 273.70 UsD
Select Bill Adjustment Action Adjustment Results

No Bill Action “Credit Bill 69162635 Header Info 1
Credit Entire Bill

Rebill Bill NEXT Header Info 1
) Credit & Rebill

Rebill Default Action
Adjustment Reason |PRICE Q

*® Retain Original Invoice Value
Use Current Customer Value

[5]save ||[@h Return to Search [=] Notify ||:* Refresh

9. Credit Bill - Populates with a new invoice #

Note: You can only adjust a bill or a bill line once. After the adjustment is saved the bill or the line

cannot be selected again for adjustment and will not appear in the adjustment searches.

10. Click the Header Info 1 link
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Header - info 1 page is displayed:

Header - Info 1 Line - Info 1
Unit 01106 Invoice 69162635 Pretax Amt -273.70 UsD
I Status |RDY &} I Invoice Date Cycle ID | MONTHLY Q
*Type [TEL [&) Source INTERFACE a, “Frequency[Once  ~| [B [5)]
*Customer TRE3 [} +View Activity SubCust1 SubCust2
TRE STATE TREASURER
*Invoice Form XP_PS/GEN Q From Date [5] To Date £
Accounting Date Pay Terms | DUR Q Pay Method | Check v &
Remit To GOVNT Q Bank Account 001 (&}
Sales BGS Q Bill Inquiry Phone |302-823-1600 Q,
Credit|BGS Q Collector BGS Q,
Billing Specialist |LLABOUNT Q Billing Authority Q,
Labounty Lisa
Go to: Header Info 2 Address Copy Address Approvals
Notes Express Enfry Attachments Page Series
Summary Bill Search Line Search Navigation Header - Info 1 V] | Prev Next
[Glsave ||[&* Retumn to Search [T] Motify || &* Refresh =% Add F| Update/Display
Header - Info 1 | Line - Info 1

11. Status - Defaults as RDY and will require approval before it will be picked up by the generate
invoices process

Note: Credit invoices that have a credit amount of S1 or more require approval.

12. Click on the Approvals link to submit the credit invoice for approval
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A pop-up approval page displays:

Approvals

Business Unit 01106
Invoice 69162635

Pretax Amount -273.70
Approval Status [nitial

Help

Comment

View S " .

Submit for Approval Preview Approvals

OK Cancel Refresh

13. Click Submit for Approval

A Pop up Message confirms the invoice has been submitted.

Message

The invoice has been submitted for approval. (125038,16)

0K

14. Click OK
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You are retruned to the Header - Info 1 page:

Header - Info 1 Line - Info 1
Unit 01106 Invoice §91562635 Pretax Amt -273.70
Status RDY Q Invoice Date Cycle ID MONTHLY Q.
*Type TEL aQ, Source INTERFACE aQ, Frequency[Once  ~| [B 5|
*Customer TRE3 Q ~View Activity SubCust1 SubCust2
TRE STATE TREASURER
*Invoice Form [XP_PS/GEN Q From Date El To Date El
Accounting Date Pay Terms |DUR Q Pay Method | Check v|
Remit To |[GOVNT Q, Bank Account|001 aQ
Sales BGS a, Bill Inquiry Phone |302-523-1600 a,
Credit BGS Q, Collector BGS Q,
Billing Specialist|LLABOUNT a, Billing Authority a,
Labounty Lisa
Go to- Header Info 2 Address Copy Address Approvals
Notes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation [Header - Info 1 v Prev  Next
|/ Save | |[ah Return to Search [Z] Nofify || &% Refresh =% Add ¥ Update/Displa
Header - Info 1| Line - Info 1

15. Click Approvals link

The Approvals window opens:

Approvals
Help
Business Unit 01106
Invoice 69162635
Pretax Amount -273.70
Approval Status Pending
Comment Bl
YWiew Suppaorting Documentation Approval Monitor
Cancel Approval Process Restart Approval Process
OK Cancel Refresh

The bill adjustment has been submitted for approval as indicated by the Approval Status. The
approval routes a request to the Work List of each person authorized to approve credit invoices for
the department. The bill will be selected by the next generate invoices process following approval.
The approval process is documented in section titled Approve Credit Invoices.

Credit Entire Bill is Complete
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Credit an Entire Bill and Rebill
WorkCenter navigation: Billing WorkCenter > Links pagelet > Maintain Bills > Adjust Entire Bill
Navigator Menu navigation: Billing > Maintain Bills > Adjust Entire Bill

The Adjust Entire Bill search page displays:

Adjust Entire Bill

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

Find an Existing Value

Search Criteria

Business Unit = Q
Invoice beging with
Customer begins with - QL
Contract begins with
[ case sensitive
Limit the number of results to (up to 300): 300
. ] -
Search Clear Basic Search & Sawve Search Criteria

Business Unit - Enter valid value

Invoice - Enter invoice # to adjust entire bill
Customer - Enter customer or leave blank
Contract - Not used by SOV

Click Search

i & W NPe
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The Adjust Entire Bill page displays:

Adjust Entire Bill

Unit 01106
Invoice 69162325

Select Bill Adjustment Action

—
{

L
-

) No Bill Action

\
]

® Credit & Rebill

Rebill Default Action

® Retain Original Invoice Value
() Use Current Customer Value

[F]save |||3r Return to Search

#=] Previous in List

Bill To SA13

Adjustment Results

*Credit Bill [NEXT

SA ORLEANS COUNTY
Invoice Amt 36.73 UsD

Rebill Bill NEXT Header Info 1
Adjustment Reason FRICE Q
+=| Mextin List =] Notify ™ Refresh

6. Select Bill Adjustment Action - No Bill Action defaults, select Credit & Rebill

7. Adjustment Reason - Select the adjustment reason

8. Click Save

Adjust Entire Bill

Unit 01106
Invoice 69162325

Select Bill Adjustment Action

No Bill Action
O Credit Entire Bill
O Credit & Rebill

Rebill Default Action

#® Retain Original Invoice Value
Use Current Customer Value

[5] save

/@ Return to Search

+=] Previous in List

Bill To 5A13 SA ORLEANS

Invoice Amt 356.73 UsD

Adjustment Results

*Credit Bill 59162636
Rebill Bill 59162637

Adjustment Reason FRICE

4=| Mextin List =] Notify

Header Info 1
Header Info 1

Q

% Refresh

9. Credit Bill and Rebill Bill - Populate with a new invoice #'s

10. Click on the Header Info 1 link next to the Credit Bill
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The Header - Info 1 page is displayed for the credit invoice:

Cycle ID MONTHLY Q
e r— R
SubCust2
To Date El

Pay Method [Check V]

Page Series

v| | Prev Next

Header - Info 1 Line - Info 1
Unit 01106 Invoice 69162636 Pretax Amt
Status RDY Q Invoice Date
*Type TEL Q Source INTERFACE Q
*Customer SA13 QA view Activity SubCust1
SA CRLEANS COUNTY
“Invoice Form XP_PS/GEN Q From Date E
Accounting Date Pay Terms DUR aQ,
Remit To GOVNT Q Bank Account 001 Q
Sales BGS Q Bill Inquiry Phone |202-8223-1600 e}
Credit BGS Q Collector BGS Q
Billing Specialist LLABOUNT Q Billing Authority Q,
Labounty Lisa
Go to: Header Info 2 Address Copy Address Approvals
Motes Express Enfry Attachments
Summary Bill Search Line Search Navigation | Header - Info 1
|Flsave ||[oh Return to Search [=] Motify || £* Refresh
Header - Info 1 | Line - Info 1

S+ Add || F Update/Display

11. Status - Defaults as RDY

Note: Because this is a credit invoice it will require the approval steps described in the proceeding
section, Credit Entire Bill, steps 7 through 10. After approval the bill will be selected with the next

Generate Invoices process.

Close the window to go back to the Adjust Entire Bill page:

Adjust Entire Bill

Unit 01106
Invoice 69162325

Select Bill Adjustment Action

(® No Bill Action
Credit Entire Bill
O Credit & Rebill

Rebill Default Action

Use Current Customer Value

[5] save

‘@h Return to Search

15| Previous in List

Bill To 3A13

Invoice Amt 35.73 uso
Adjustment Results

*Credit Bill 59162636
Rebill Bill 69162637

Adjustment Reason FRICE

® Retain Original Invoice Value

45| Nextin List =] Notify

SA ORLEANS COUNTY

Header Info 1

Q

=% Refresh

12. Click on Header Info 1 link besides Rebill Bill field
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The Header — Info 1 page is displayed for Rebill:

Header - Info 1 Line - Info 1
Unit 01106 Invoice 69162637 Pretax Amt 3673 USD
ttalus NEW QI Invoice Date Cycle ID MONTHLY Q
“Type [TEL [} Source INTERFACE aQ *Frequency[Once v ) =
*Customer SA13 A view Activity SubCust1 SubCust2
SA ORLEANS COUNTY
*Invoice Form XP_PSIGEN Q From Date 5] To Date El
Accounting Date Pay Terms DUR Q Pay Method | Check v] &
Remit To|GOVNT a, Bank Account 001 Q
Sales |BGS a, Bill Inquiry Phone |802-828-1600 aQ,
Credit BGS a, Collector BGS aQ,
Billing Specialist LLABOUNT a, Billing Authority aQ,
Labounty,Lisa
Go to Header Info 2 Address Copy Address
Notes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation | Header - Info 1 v Prev  MNext
oh Return to Search [=] Notify || &% Refresh =4 Add
Header - Info 1 | Line - Info 1

13. Status - Defaults as NEW change status to RDY
14. Click Save

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 process.

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:
e Create Net Adjustment Only: Creates one adjustment line

e Create Reversal and Rebill: Creates two new lines—one that credits the original line chosen,
and one that reflects the adjustment

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

Create Net Adjustment Only
Creates one adjustment line.

WorkCenter navigation: Billing WorkCenter > Links pagelet > Maintain Bills > Adjust Selected Bill
Lines

Navigator Menu navigation: Billing > Maintain Bills > Adjust Selected Bill Lines

The Adjust Selected Bill Lines search page displays:

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

Search Criteria

Business Unit = «
Invoice begins with -
Customer begins with
Contract begins with «
Case Sensitive
Limit the number of results to (up to 300): (300

]
Search Clear Basic Search & Sawve Search Criteria

Business Unit - Enter valid value

Invoice - Enter valid value

Customer - Not required or enter valid value
Contract - Not used by SOV

Click Search

LA S (N
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The Adjust Selected Bill Lines page is displayed:

Adjust Selected Bill Lines

Line Adjustment Parameters
@ No Bill Action
@ Adjust Selected Lines
[[] Add to Existing Bill
Line Opt Create Net Adjustment Only  «

Adjustment Reason Default Q

Select Bill Lines

Details || References || Dates || Line Amounts | [

Unit 01183 Bill To JUDS5

Invoice &3023707 Invoice Amt 316.22 uso

Line Adjustment Results

JUD WINDSOR UNIT FAMILY DIVISION

*Adjustment NEXT

Total Lines Adjusted

Set Fiter Options
1 Te 2 Of 2

Personalize | Find | View All | IEl Q First ‘&' 1-20f2 '} Last

. . - Gross
lect Line S5eq Identifier Description Extended
1 1 8023 Convenience Copier Charge 2222
2 2 8024 Monthly copier fee 2594.00
¥ selectAl LI clear an

I;,ﬂ Save I.-J-" Return to Search =] Motify | |#>* Refresh

Sort|L k"'\

Het Extended Adjustment Reason

2232

2584 00 |CUSTOMER

Q

Q.

6. Select Bill Adjustment Action - No Bill Action defaults, select Adjust Selected Lines

Note: Add to Existing Bill is unchecked so that the Line Adjustment results will create a new

invoice.

7. Line Opt - Select Create Net Adjustment Only

8. Select Bill Lines - Select the line to adjust

9. Adjustment Reason - Select the adjustment reason

10. Click Save
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Adjust Selected Bill Lines
Unit 01183
Invoice S3023707
Line Adjustment Parameters

@

Adjustment Reason Default

Select Bill Lines

Bill To JuDas
Invoice Amt 31622

JUD WINDSOR UNIT FAMILY DIVISION
uso

Line Adjustment Results

o Bill Action

_! Adjust Selected Lines
[C] Add to Existing Bill
Line Opt Create Met Adjustment Only

Q

*Adjustment 83087851

Set Fitter Options

1 To

Perzonalize | Find | View All | E‘| Q‘

Line Details References Dates Line Amounts
Select Line Seq Ildentifier Description
D 1 1 8023 Convenience Copier Charge
2 2 8024 Monthly copier fee
¥ Select Al Clear Al
[F]5ave ||[oM Returnto Search || [&] Motify || £* Refresh

of 2

Total Lines Adjusted 1

sot|L |0 ER

Gross .
Extended Het Extended Adjustment Reason

2222 7222 Q

284.00 25400 |CUSTOMER Q

Firgt ‘4 1-Zof2 '}

Header Info 1

Bill Line Info

Last

11. Line Adjustment Results - The new invoice number appears

12. Click on Header Info 1 link

A new window opens:

Header - Info 1 I Line - Info 1 I
=]
Unit 01183 Invoice 63087361 Pretax Amt 28400 UsSD —
I Status RDY aQ I Invoice Date Cycle ID|MONTHLY
ype [CNV Q Source Q *Frequency Once -
*Customer JUDE5 Q ~ View Activity SubCust1 SubCust2
JUD WNDSOR UNIT FAHILY DIVISION
*Invoice Farm [XP_PS/GEN Q From Date 5 To Date [
Accounting Date Pay Terms DUR Q Pay Method Check
Remit To BGS Q Bank Account|001 Q
Sales BGS Q Bill Inquiry Phone 202-823-1012 Q
Credit BGS Q Collector BGS Q
Billing Specialist HQUENNEWV Q Billing Authority Q
Heidi Quenneville
Go to: Header Info 2 Address Copy Address
Notes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation Header - Info 1 - Prev  Next
‘o) Save | |[ah Return to Search =] Notify * Refresh [E Add
Header - Infe 1| Line - Info 1

13. Status - Defaults to NEW,

change to RDY

14. Click on the Line - Info 1 tab
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The Line - Info 1 page displays:

Header - Info 1 Line - Info 1
Unit 01163 Bill To JUDa5 Pretax Amt 294.00 USD 5
Invoice B3087851 JUD WINDSOR UNIT FAMILY Max Rows 95
DIVISION
Bill Line Find | Views All First ‘&' 10f1 ‘2 Last
H =
Line
Seq 1 Net Extended 294.00
Table Q, Identifier |&024 aQ Description |Monthly copier fee
Quantity -94.000 rom Date I
Unit of Measure E4 Q, To Date el
Unit Price 1.0000 ine Type REV Q Accumulate
Gross Extended 294.00 Tax Code Q [ Tax Exempt
Exempt Cert Q
Less Discount 0.00
Plus Surcharge 0.00
Net Extended 254.00
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 284.00
Go to: Line Info 2 Tax Accounting Dizcount/Surcharge
Notes Express Entry Page Series
Summary Bill Search Line Search Havigation Line - Info 1 - Prev  Mext
ol Save | |Eh Return to Search =] Notify | | £* Refresh L+ Add %] Update/Display
Header - Info 1 | Line - Info 1

15. Make adjustment - In this example the quantity is being reduced by 94
16. Click Save

The following Message appears:

Message

Approval for this bill is currenthy not required. The Bill Approwval Status will be zet to initial if saved.

Approval will then be reguired and the bill must be submitted for approval. Press OK to save or Cancel to not Save.

OK Cancel

17. Click OK
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You are returned to the Line - Info 1 page:

Header - Info 1 I Line - Info 1
|

Unit 01163 Invoice 630878561 Pretax Amt 9400 USD
Status ROV Q Invoice Date Cycle ID MONTHLY
*Type CHV < § Source Q *Frequency Once L5
*Customer JUD85 Q, - View Activity SubCust1 SubCust2
JUD WINDSOR UNI PAMILY DIVISION
*Invoice Form XP_PS/GEN a From Date 5 To Date Exl
Accounting Date Pay Terms |DUR Q Pay Method Check - %
Remit To BGS Q, Bank Account|001 Q,
Sales BGS Q Bill Inquiry Phone 302-828-1012 Q
Credit BGS Q Collector BGS Q
Billing Specialist HQUENNEY Q Billing Authority Q
Heidi Quenneville
Go to: Header Info 2 Address Copy Address
Motes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation Header - Info 1 ¢ Prev  Next
) Save | |[ah Return to Search [=] Motify 2 Refresh [E% Add
Header - Infe 1 | Line - Info 1
18. Click on Header — Info 1 tab
19. Click on the Approvals link
The Approvals window opens:
Approvals x
Help

Business Unit 01163
Invoice &3087861

Pretax Amount -24.00
Approval Status Initial

Comment Reduced quantity by 84 units.

View Supporting Documentation
Submit for Approval Preview Approvals

OK Cancel Refresh

20. Add a comment if desired

21. Click Submit for Approval
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The following Message appears:

Message

The inveice has been submitted for approval. (12508,16)

OK

22. Click OK

Note: The invoice has been submitted to the approval process which is documented bellow in the
Approve Credit Bills section. The invoice will be selected for the Generate Invoices process when the
approval is complete.

Create Net Adjustment Only is Complete

Create Reversal and Rebill

Creates two new lines - one that credits the original line chosen, and one that reflects the adjustment.
WorkCenter navigation: Billing WorkCenter > Links pagelet > Maintain Bills > Adjust Selected Bill Lines
Navigator Menu navigation: Billing > Maintain Bills > Adjust Selected Bill Lines

The Adjust Selected Bill Lines search page displays:

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

Search Criteria

Business Unit = « 01163 QL
Invoice begins with - |63089382
Customer begins with « Q
Contract begins with »
[l case Sensitive
Limit the number of results to (up to 300). |300

. ] -
Search Clear Basic Search = Save Search Criteria

Business Unit - Enter valid value

Invoice - Enter valid value

Customer - Not required or enter valid value
Contract - Not used by SOV

Click Search

LU e
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The Adjust Selected Bill Lines page displays:

Invoice

Line Adjustment Parameters

Adjust Selected Bill Lines

Unit 071163

53039882

© Mo Bill Action
@ Adjust Selected Lines

[ add to Existing Bill

Adjustment Reason Default
Il Lines
References Dates Line Amounts
Select Line Seq ldentifier
(] 1 1121001
2 2 1C1552
(] 3 3 1C2075
(] 4 4 1C2160
Select All (m)] Clear All

(5] Save Igﬁ Return to Search =] Notify || 2* Refresh

Line Opt Create Reversal and Rebill

a

Description

Print DF 8.5x11 Duplex
Paper 8.5x11 24%# Ultra Orange
Inserting per sheet or piece

Original - Setup (per 1/4 hour

Bill To AGR10
Invoice Amt 95.03

AGR ARMS
UsD

Line Adjustment Results

*Adjustment NEXT

Total Lines Adjusted

Set Filter Options

sort|L  |oE®

First

1 To g Of §

Personalize | Find | View All | B3| [E2

4

1-4 0f 8

b

Q
Q

Ext:r:;:; Net Extended Adjustment Reason
16.79 16.79
8.40 8.40 PRICE
6.54 6.84
7.00 7.00

Last

6.
7.
8.
9.

10. Click Save
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Adjustment Reason - Select the adjustment reason

Select Bill Adjustment Action - No Bill Action defaults, select Adjust Selected Lines
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Adjust Selected Bill Lines
Unit 01163 Bill To AGR10 AGR ARMS
Invoice 63089882 Invoice Amt 95.03 UsD
Line Adjustment Parameters Line Adjustment Results
@ No Bill Action
© Adjust Selected Lines Adjustment 63089978 Header Info 1
[T Add to Existing Bill Total Lines Adjusted 1 Bill Lin 1
Line Opt Create Reversal and Rebill -
Adjustment Reason Default &}
Set Filter Options
B
1 To 8 Of & sort|. QR
Select Bill Lines Personalize | Find | View Al | (2] ] First '/ 1-40f8 ‘b Last
Line Details || References || Dates || Line Amounts
Select Line Seq Identifier Description Eee Net Extended Adjustment Reason
a P Extended !
E 1 1 1C1001 Print DP 8.5x11 Duplex 16.79 16.79 aQ,
2 2 1C1552 Paper & 5x11 24# Ultra Orange 8.40 8.40 PRICE aQ
= 3 3 1C2075 Inserting per sheet or piece 6.84 6.84 Q.
= 4 4 1C2160 Qriginal - Setup (per 144 hour 7.00 7.00 Q
Select All E Clear All
[§]save ||[Gh Returnto Search [=] Notify || 2* Refresh
11. Line Adjustment Results - The new invoice number appears
12. Click on the Header Info 1 link
A new window opens:
Header - Info 1 I Line -Info 1 I
Unit 01163 Invoice §3089973 Pretax Amt 0.00 UsSD
IStatus RDY Q, I Invoice Date Cycle ID | MONTHLY Q
*Type |CPY (&} Source |INTERFACE Q, *Frequency Once -
*Customer AGR10 ¢} - View Activity SubCust1 SubCust2
AGRARMS
“Invoice Form | XP_PSIGEN Q From Date El To Date El
Accounting Date Pay Terms DUR Q Pay Method Check - &
Remit To |[BGS Q Bank Account 001 Q
Sales BGS ¢} Bill Inquiry Phone 302-323-2830 Q
Credit BGS Q Collector BGS Q
Billing Specialist|CNILES Q, Billing Authority Q,
Churchill,Connie
Go to: Header Info 2 Address Copy Address
Notes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation Header - Info 1 - Prev  Mext
[§]5ave ||[EF ReturntoSearch | |[Z]Motify || Refresh [Es Add Update/Display
Header - Info 1 | Line - Info 1

13. Status - Defaults to NEW, change to RDY

14. Click on the Line - Info 1 tab
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The Line - Info 1 page displays:

Header - Infz 1 Line - Info 1
Unit 01183 Bill To AGR10 Pretax Amt 0.00 UsD i
Inwoice S3089978 AGR ARMS : Max ]
Rows
Bill Line Findm First '4 1-2of2 "k Last
+ -
e 1 Line
q Met Extended -5.40
Table|ID | Identifier (IC1552 Q Description |Faper & 5x11 24# Ultra Crange
GQuantity -311.0000 From Date W)
Unit of Measure |SH QL To Date W)
Unit Price 0.0270 Line Type REV @ ¥ accumulate
Gross Extended -2.40 Tax Code O DTax Exempt
Exempt Cert Q
Less Discount 0.00
Plus Surcharge 0.00
Net Extended -8.40
VAT Amount 0.00
Tax Amount 0.00
NHet Plus Tax -8.40
+ -
Se, 2 Line
q Met Extended .40
Table I a Identifier|IC1552 O Description |Paper 8.5x11 24# Ultra Crange
Cruantity 311.0000 From Date .,‘r
Unit of Measure |SH g To Date i)
Unit Price 0.0240 Line Type REV @ [¥accumulate
Gross Extended 2.40 Tax Code a, DTax Exempt
Exempt Cert Q
Less Discount 0.00
Plus Surcharge 0.00
Net Extended 8.40
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 8.40
Go to: Line Info 2 Tax Accounting Discount’Surcharge
Motes Express Entry Page Series
Summary Bill Search Line Search Navigatien Line - Info 1 hd Frev Mext
i|Save | fohReturn to Search | MNaotify | |4 Refresh [} Add #| Update/Display
Header - Infz 1 | Line - Info 1

15. Click on View All to see both lines (this action causes the link to re-label to View 1)

16. Unit Price - Adjust the price on line 2
17. Click Save
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Description Paper §.5x11 24# Ultra Orange

Description Paper 8 5x11 24# Ultra Crange

s Add

Header - Infz 1 I Line - Info 1
Unit 01162 Bill To AGR10 Pretax Amt -0.24 USD
Invoice S308997E AGR ARMS Max 22
Rows
Bill Line Find | Wiew 1
e 1 Line
q Net Extended -§.40
Table IO | Identifier IC1552 Q
Cruantity -211.0000 From Date Mr
Unit of Measure |SH Q\ To Date "‘r
Unit Price 0.0270 Line Type REV @ [¥]accumulate
Gross Extended -2.40 Tax Code O DTax Exempt
Exempt Cert Q
Less Discount 0.00
Plus Surcharge 0.00
Net Extended -5.40
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax -5.40
S = Line
a = Net Extended 7.48
Table |ID & Identifier IC1552 &
Cuantity 311.0000 From Date Mr
Unit of Measure SH & T Date W)
Unit Price 0.0240 Line Type |REV @ [#accumulate
IGross Extended 7.46) Tax Code QL DTax Exempt
Exempt Cert Q
Less Discount 0.00
Plus Surcharge 0.00
Net Extended 745
VAT Amount 0.00
Tax Amount 0.00
Het Plus Tax 745
Go to: Line Info 2 Tax Accounting Discount’Surcharge
Motes Express Entry
Summeary Bill Search Line Search Navigafien Line - Infc 1
i|Save |||[chReturn to Search | Notify | % Refresh
Header - Info 1 | Line - Info 1

1-2of 2 '& Last

*||=

Page Series

Prev  Mext

18. Price has changed from .0270 to .0240 as well as the gross extended
19. Click on Header - Info 1 link
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The Header - Info 1 page displays:

Header - Info 1 Line - Info 1
Unit 01163 Invoice 63089979 Pretax Amt 028 USD
Status RDY Q Invoice Date Cycle ID MONTHLY aQ,
*Type |CPY Q Source INTERFACE Q *Frequency[Once |
*Customer AOT40 Q « View Activity SubCust1 SubCust2
AOT FINANCE & ADMINISTRATION
*Invoice Form [ XP_PS/GEN Q From Date [ To Date El
Accounting Date Pay Terms DUR &} Pay Method | Check V| Fél
Remit To BGS Q, Bank Account 001 &}
Sales |BGS Q, Bill Inquiry Phone |302-828-2830 &}
Credit BGS Q Collector BGS Q
Billing Specialist |CNILES Q Billing Authority Q
Churchill, Connie
Go to: Header Info 2 Address Copy Address Approvals
Notes Express Eniry Attachments Page Series
Summary Bill Search Line Search Navigation | Header - Info 1 ] | Prev Next
|5l Save |||ah Retumn to Search [=] Notify ||£* Refresh EL Add 2 Update/Display
Header - Info 1 | Line - Info 1
20. Click on the Approvals link
The Approvals window opens:
Approvals x
Help
Business Unit 01163
Invoice 63089979
Pretax Amount 0.28
Approval Status Initial
Comment [

Submit for Approval

View Suggorling Documentation

OK Cancel

Refresh

Preview Approvals

21. Click on Submit for Approval

Billing Manual - May 2019

Page 129 of 162




The following Message appears:

Message

OK

The inveice has been submitted for approval. (12508,16)

22. Click OK

Note: The invoice has been submitted to the approval process which is documented bellow
in the Approve Credit Bills section. The invoice will be selected for the Generate Invoices
process when the approval is complete.

Create Reversal and Rebill is Complete

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.

WorkCenter navigation: Billing WorkCenter > Links pagelet > Maintain Bills > Adjust Selected Bill Lines

Navigator Menu navigation: Billing > Maintain Bills > Adjust Selected Bill Lines

Adjust Selected Bill Lines page displays:

vk wNR

Adjust Selected Bill Lines

Find an Existing Value

Search Criteria

Business Unit = « 01163
Invoice begins with - |63089701
Customer begins with -
Contract begins with «

[ case sensitive
Limit the number of results to (up to 300). |300

) -] -
ﬂ Search Clear | BasicSearch =2 Save Search Criteria

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

Business Unit - Enter valid value

Invoice - Enter valid value or leave blank
Customer - Not required or enter valid value
Contract - Not used by SOV

Click Search
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The Adjust Selected Bill Lines page displays:

Adjust Selected Bill Lines
Unit 01163
Invoice 63089701

Bill To COR20 COR EDUCATION
voice Amt 1,902.00 UJsD

Line Adjustment Parameters Line Adjustment Results

Select All E‘ Clear All

[F]Save | |5t Return to Search =] Motify || % Refresh

© No Bill Action
@ Adjust Selected Lines “Adjustment NEXT
[T add to Existing Bill Total Lines Adjusted
Line Opt CreditLine -
Adjustment Reason Default Q,
Set Filter Options
e
1 To 12 Of 12 sortlL QS
Select Bill Lines Personalize | Find | View All | BY | E First ‘4’ 1-40f12 '*' Last
Line Detail ences || Dates Line Amounts
- . S Gross .
Select Line Seq Identifier Description = Net Extended Adjustment Reason
xtended
1 1 1C4019 Copier - Monthly Lease Fee 152.00 152.00 [QUANTITY
] 2 2 1C4019 Copier - Monthly Lease Fee 152.00 152.00 Q
& 3 3 1C4019 Caopier - Monthly Lease Fee 152.00 152.00 Q
] 4 4 1C4019 Copier - Monthly Lease Fee 152.00 152.00 Q

6. Line Adjustment parameters - Select Adjust Selected Lines
7. Line Opt - Select Credit Line

8. Select Bill Lines - Select the line or lines to adjust

9. Adjustment Reason - Select Adjustment Reason using the look-up icon

10. Click Save
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Adjust Selected Bill Lines page displays with new adjustment invoice #

Adjust Selected Bill Lines
Unit 01163 Bill To COR20 COR EDUCATION
Invoice 63089701 Invoice Amt 1,902.00 UsD
Line Adjustment Parameters | ine Adjustment Results
@ Mo Bill Action
© Adjust Selected Lines Adjustment 63089977 Header Info 1
[C] add to Existing Bill Total Lines Adjusted 1 Bill Line Info 1
Line Opt CreditLine -
Adjustment Reason Default aQ
Set Filter Options
el
1 To 142 Of 12 sortlL QB
Select Bill Lines Personalize | Find | View All | @I E First ‘4 1-40f12 '*' Last
Line Details Referances Dates Line Amounts | [F=
Select Line Seq ldentifier Description s Net Extended Adjustment Reason
a P Extended )
1 11C4019 Copier-Monthly Lease Fee 152.00 152.00 |QUANTITY (&}
0 2 2 1C4019 Copier- Monthly Lease Fee 152.00 152.00 &}
0 3 3 1C4019 Copier- Monthly Lease Fee 152.00 152.00 &}
] 4 4 1C40189 Copier - Monthly Lease Fee 162.00 152.00 Q,
Select All o Clear All
[F)save ||[Zh Returnto Search | |[[Z] Notify | &% Refresh
11. Click on the Header - Info 1 link
The Header - Info 1 page displays:
Header - Info 1 I Line -Info 1 I
Unit 01163 Invoice 63089977 Pretax Amt -152.00 USD
I Status RDY QI Invoice Date Cycle ID MONTHLY Q
*Type CNV Q, Source INTERFACE &} *Frequency Once - ;
*Customer COR20 Q ~View Activity SubCust1 SubCust2
COREDUCATION
*Invoice Form XP_PSIGEN Q From Date [5) To Date [5)
Accounting Date Pay Terms DUR Q Pay Method Check - &
Remit To BGS Q Bank Account 001 Q
Sales BGS Q Bill Inquiry Phone |302-528-2830 Q
Credit BGS Q, Collector BGS Q
Billing Specialist CNILES Q, Billing Authority Q
Churchill, Connie
Go to: Header Info 2 Address Copy Address
Notes Express Entry Aftachments Page Series
Summary Bill Search Line Search Navigation Header - Info 1 - Prev  Mext
I [F] save !§f‘ Return to Search [=] Motify 4 Refresh 5 Add Update/Display
Header - Info 1 | Line - Info 1

12. Status - Status defaults as NEW change to RDY

13. Click Save

14. Click on the Line - Info 1 tab
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The Line - Info 1 page is displayed:

Header - Info 1 Line - Info 1
Unit 01163 Bill To CORZ20 Pretax Amt -152.00 USD
Invoice 63089977 COR EDUCATION Max Rows 99
Bill Line Find | View All First ‘&' 1of1 '»/ Last
F=
Line
Seq 1 Net Extended -152.00
Table ID Q Identifier IC4019 Q, Description | Copier - Monthly Lease Fee
Quantity -152.0000 From Date Eil
Unit of Measure |EA Q To Date El
Unit Price 1.0000 Line Type REV Q ¥ Accumulate
Gross Extended -152.00 Tax Code Q [Tl Tax Exempt
Exempt Cert Q
Less Discount 0.00
Plus Surcharge 0.00
Net Extended -152.00
VAT Amount 0.00
Tax Amount 0.00
Het Plus Tax -152.00
Goto: Line Info 2 Tax Accounting Discount’Surcharge
Motes Express Entry Page Series
Summary Bill Search Line Search Navigation Line - Info 1 R Prev  Mext
[§]save ||[Eh Returnto Search =] Notify | |4 Refresh El Add Update/Display
Header - Info 1| Line - Info 1
15. Original line is credited and will pick up in next Generate Invoice Processes
16. Click on Header - Info 1 tab
The Header - Info 1 page displays:
Header - Info 1 Line - Info 1
Unit 01163 Invoice 63089979 Pretax Amt 028 USD
Status RDY [} Invoice Date Cycle ID [ MONTHLY Q,
*Type [CPY Q Source INTERFACE Q *Frequency[Once | (S
*Customer AOT40 Q ~ View Activity SubCust1 SubCust2
AOT FINANCE & ADMINISTRATION
*Invoice Form XP_PS/GEN Q, From Date [5] To Date [#]
Accounting Date Pay Terms DUR Q Pay Method | Check v| =
Remit To BGS Q, Bank Account 001 a,
Sales BGS Q Bill Inquiry Phone |302-828-2830 &}
Credit BGS Q, Collector BGS Q,
Billing Specialist CNILES Q Billing Authority Q,
Churchill, Connie
Go to: Header Info 2 Address Copy Address
Notes Express Eniry Attachments Page Series
Summary Bill Search Line Search Navigation [Header - Info 1 ~| | Prev Next
|l 5ave ||[ah Return to Search [=] Notify || =% Refresh EL Add )|
Header - Info 1| Line - Info 1

17. Click on the Approvals link
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The following Message appears:

Message

The inveice has been submitted for approval. (12508,16)

OK

18. Click OK

Note: The invoice has been submitted to the approval process which is documented bellow
in the Approve Credit Bills section. The invoice will be selected for the Generate Invoices

process when the approval is complete.

Adjust Selected Bill Lines Credit Line is Complete
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Approve Credit Bill

Possible situations when this function is used: Credit bills that have a credit adjustment on $1 or
more require approval. Credit bills are submitted for approval when the bill status is set to RDY. A
Worklist notice is sent to each VISION User with authority to approve credits for a department.

Navigation: Worklist > Worklist

A Credit Bill is submitted for approval when a credit is created and the Bill Status is set to Ready to
Invoice (RDY) with any of three options; enter a bill line with a negative amount, Adjust Entire Bill
process or Adjust Selected Bill Lines process. Once submitted for approval the approval task is routed
to the Worklist of each person eligible to approve the transactions for the submitting department.

The navigation above opens the list of items requiring approval by the individual authorized to
approve the submitted transaction.

Worklist
Worklist for SFULLER: Stephanie L Fuller
Detail View Worklist Filters | V] Feed
Personalize | Find | View All | [E1 | I::E
From ) Work ltem Worked By Activity Priority I Link
ORI 12122018 AprovlRouting _ Apeaval Wordon (310w SRR G e T S R A
Earl Stubin 12/04/2018 Approval Routing  Approval Workflow [3-Low v %&P'S—ﬁﬁmﬁm
g?;?gn'as 112912018 E’:{:’iigcuon Approval Workilow [3-Low ] Eammaporoval, 45 VT SEC_REQ. 1900-01-M. N0, Vision Morle Mark Worked
g;;?gnbs 1102712018 'I[')I:I:}segcﬁon Approval Workflow [3-Low - Eg;rg:EQRpr;:vlJaéS%BS\EIE_(%XﬁeQ(_}g 1900-01-01. N, 0. Vision Expense Mark Worked
g;ﬂ;:)e:len 11/2312018 Approval Routing  Approval Workflow [3-Low v %%W
gg:roﬂlen 117232018 Approval Routing  Approval Workflow | 3-Low e W—LW
Syl o pororiRouing_ Aorrs oo [STow ] YRR B AR P 010 1 0
Ef:rON.Batch 11122018 %?ggﬁds E;ﬂt;grég Contracts 0000000000000000000034740, STATE. 1. . 2018-06-30. 0000085194 Mark Worked
Refresh

Credit Invoice approval items in the list have a link identified by the Approval Process Name (Credit
Invoice) and the specific worksheet is identified by the worksheet Business Unit and Invoice ID
(01106/69162633).

Note: The Worklist can be sorted by clicking on a column heading. For example, to locate an
approval request from a specific individual click on From in the heading for the first column then
scroll through the list to find the individual’s request.

1. Click the Link identified by the Approval Process Name (Credit Invoice) and the BU and
Invoice ID.
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The Header - Info 1 page opens to the bill requiring approval:

Header - Info 1 Line - Info 1

Unit 01106 Invoice 69162633 Pretax Amt -238.62 USD
Istﬂtus RDY Q I Invoice Date Cycle ID MONTHLY Q
*Type TEL Q Source INTERFACE Q *Frequency[Once |
*Customer VHS9 Q ~ View Activity SubCust1 SubCust2
VT HISTORICAL SOCIETY ADMIN
*Invoice Form XP_PS/GEN Q From Date Bl To Date Bl
Accounting Date Pay Terms DUR Q, Pay Method | Check V| FE'
Remit To |GOVNT Q, Bank Account 001 Q,
Sales BGS Q, Bill Inquiry Phone |802-828-1600 Q,
Credit BGS Q Collector BGS Q
Billing Specialist LLABOUNT Q, Billing Authority Q,

Labounty Lisa

Go to: Header Info 2 Address Copy Address Approvals

Notes Express Eniry Attachments Page Series
Summary Bill Search Line Search Navigation [Header - Info 1 ] Prev  Next
|5] Save |||[of Retumn to Search =] Motify || £* Refresh EL Add ¥ Update/Display

Header - Info 1 | Line - Info 1

The Bill Status of is set to Ready to Invoice (RDY) and the Approvals link is available. This link is only
visible on Header - Info 1 for bills that require approval.

You can navigate to any associated pages to review the bill before approving by selecting the
available links or using the Navigation drop down list.

2. Click on the Approval link button to approve the transaction
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The Approvals page appears, and the Approval Status is Pending:

Approvals
Help

Business Unit 01106
Invoice 69162633

Pretax Amount -238.62
Approval Status Pending
Comment -

View Supporting Documentation
Cancel Approval Process

Approve

Deny

OK

Approval Monitor

Restart Approval Process

Cancel Refresh

From the Approvals page the following actions can be initiated:

e Cancel Approval Process - Sets the Approval Status to Initial and requires a resubmission for
the approval process to complete

e Restart Approval Process - Resubmits the approval request and sets the Approval Status to

Pending. The invoice cannot be approved by the VISION User that Restarts the process as
one person cannot submit and approve an invoice

e Deny - Sets the Approval Status to Denied. The Deny action requires a comment to be added

here to explain the reason for denial. Approval Status is set to Denied and must be
resubmitted to continue the approval process

e Approve - Approval Status is set to Approved and the invoice is ready for the Generate
Invoices process.

3. Click Approve

Approve Credit Bill 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:

e Business Unit
e |nvoice

e Bill Status

e 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 specific invoice.

Begin by going to any Search page. In this scenario, use the Billing WorkCenter > Links pagelet >
Review Billing Information > Bill Details

The Bill Inquiry search page displays:

Bill Inquiry

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

Find an Existing Value

Search Criteria

Business Unit =

Invoice begins with w
Bill Status = - -
Customer begins with
Contract begins with
[l case sensitive
Limit the number of results to (up to 300); 300

al
Search Clear Basic Search = Sawve Search Criteria

1. Click on the Business Unit Look Up button “L to search for your Business Unit
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The Look Up Business Unit page d

isplays:

Lookup

01100
01106
01107
11108
11109
01120
01130
01131

Wiew 100

Business Unit Description

Look Up Business Unit

Business Unit begins with -

Look Up Clear Cancel Basic

Search Results

First ‘4" 1450645 % Last
Administration Agency

DMl Telecommunications

Dl System Management

DIl Customer Support

DIl Call Center

Human Resources-Gov'tial

Libraries

BGS Public Records

Help

2. Select your Business Unit

3. Click on the Invoice dropdown list to display a list of search options:

Bill Inquiry

Business Unit
In-mic:eéu

Bill Status
Customer
Contract]

DCase Sen
Limit the numb

Search

Find an Existing Value

Search Criteria

= . 01163 Q

- a

-

contains Q,
not =
< to 300): (300
<=
- Eic Search E"IJ Save Search Criteria
==
between
in

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

4. 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
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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

e =-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

¢ 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

e < - 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

e > - 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.

WorkCenter navigation: Billing WorkCenter > Links pagelet > Review Billing Information > Bill Details
Navigator Menu navigation: Billing > Review Billing Information > Details

The Bill Inquiry page displays:

Bill Inquiry

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

Find an Existing Value

Search Criteria

Business Unit = 01100 Q
Invoice begins with « |GG002685 QL

Bill Status = - -
Customer begins with a,

Contract begins with

[l case Sensitive
Limit the number of results to (up to 300). |300

) = -
Search Clear | BasicSearch = Save Search Criteria

1. Business Unit - Enter valid value
2. Invoice - Enter Valid value

3. Bill Status - Not a required field, to narrow the search selection you can click on drop down
arrow to select a valid value

4. Customer - Select valid value not required
5. Contract - Not used by SOV
6. Click Search
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Header - info 1 page displays:

Header - Info 1 Line - Info 1

Unit 01100 Invoice GE002685 Invoice Amt 202817 UsSD f%
Status 1NV Invoice Date 12M14/2017 Cycle ID MONTHLY
Type AD Source MAMLIAL Frequency Once
Customer NR7 SubCust1 SubCust2

MR OFFICE OF MANAGEMENT SRVCS

Invoice Form XP_PS/GEN From Date To Date
Accounting Date 12/14/2017 Pay Terms DUR Pay Method Check
Remit To ADM Bank Account 001
Sales BGS Bill Inquiry Phone 802-828-3078
Credit BGS Collect BGS
Billing Specialist CTOUCHET Billing Authority

Caitlin Touchette

Go to: Header Info 2 Address Copy Address Motes
Summary Commit Cnirl Page Series
Bill Search Line Search Header - Info 1 ~ | Prev MNext

[zt Return to Search =] Notify || o Refresh

Header-Info 1| Line - Info 1

Depending on what you want to review, click on any of the links on the Header - Info 1 page. You can
navigate to additional pages by selecting a page from the drop-down list in the lower right section of
this page.

Review Bill Details is Complete
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Review Recurring Bill Schedule — Dept. of 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.

WorkCenter navigation: Billing WorkCenter > Links pagelet > Review Billing information > Recurring

Bill Schedule

Navigator Menu navigation: Billing > Review Billing Information > Recurring Bill Schedule

The Recurring Schedule Inquiry search page displays:

Search Criteria

Business Unit

Invoice

Customer

Contract

Bills in Business Unit
Template Invoice Flag

[T case sensitive

Bill Status =

Search Clear

Recurring Schedule Inquiry

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

Find an Existing Value

= - 0354

begins with - |SUP033536

(8]

-
begins with -
begins with -
= -

= -

Limit the number of results to (up to 300). 300

. & -
Basic Search |2 Save Search Criteria

Contract -Not used by SOV

® N o 0 & W NPR

Click Search
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Business Unit - Enter Valid Value
Invoice - Enter Valid Value or select from <4
Bill Status- Enter selection from Drop down list or leave blank

Customer - Enter Valid Value or select from “% or leave blank

Bills in Business Unit - Leave Blank

Template Invoice Flag - Leave blank or select Recurring Bill
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The Recurring Bill Schedule page displays:

Recurring Bill Schedule

Business Unit 03545
Template Invoice SUP033536
Start Date 10/01/2018
End Date 08/01/2020

Recurring Schedule Find | View All First ‘4’ 1-20f23 '}/ Last
Generate Date Invoice Date Invoice Inv Generated? Date
10/01/2018 10/04/2018 SUP0D33543 Y 10/01/2018

From Date 10/01/2018 To Date 10/31/2018
Generate Date Invoice Date Invoice Inv Generated? Date
11/01/2018 11/01/2018 MEXT M

From Date 11/01/2018 To Date 11/30/2018

[ Return to Search =] Matify

This page will display all scheduled invoices. Those that have been processed and those scheduled for
processing.

Review Recurring Bill Schedule is Complete
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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.

WorkCenter navigation: Billing WorkCenter > Links pagelet > Review Billing Information > AR
Pending Items

Navigator Menu navigation: Billing > Review Billing Information > AR Pending Items

The AR Pending Items search page displays:

AR Pending ltems

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

Find an Existing Value

Search Criteria

Group Unit = 01100 G

Group 1D begins with - [1048 QL

UserlD begins with &}

Assigned Operator ID begins with « G

[ case sensitive
Limitthe number of results to (up to 300): |300
) il -
Search Clear Basic Search = Save Search Criteria

Group Unit - Enter valid value or select from “4
Group ID - Enter valid value
User ID - Enter valid value or leave blank

Assigned Operator ID - Enter valid value or leave blank

i & W NRe

Click Search
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The AR Pending Items page displays:

AR Pending ltems

Unit 01100 GroupID 1048

Billing Pending Items

Seq Customer Item 1D Line Acctg Date  Terms
. FWUC QTR -
WT HM4/2015
1 FW7 033115 04142015 DUR
Group Total

[&h Return to Search [=] Motify

Entered 04/14/2015

Personalize | Find | View Al | 23 | B First ‘4 10of1 ‘> Last
Amount Currency Base Amt Currency

Exchange Rate Detail

SEY¥
=]

10086.51 USD 10086.51 USD

10,086.51 USD

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 Complete
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Review Accounting Entries by Invoice

Possible situations when this function is used: To inquire on a specific invoice to see the accounting,
view when the invoice posted to general ledger and the journal # associated.

WorkCenter navigation: Billing WorkCenter > Links pagelet > Review Billing Information > Review
Accounting Entries by Invoice

Navigator Menu navigation: Billing > Review Billing Information > Review Entries by Invoice

The Accounting Entries by Invoice search page displays:

Accounting Entries by Invoice

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

Find an Existing Value

Search Criteria

Business Unit = « 01100 aQ,
Invoice begins with - |66002319 QL
Limit the number of results to (up to 300} |300
Search Clear | Basic Search r_l“'d Save Search Criteria

1. Business Unit - Enter Valid Value or select 4
2. Invoice - Enter Valid Value

3. Click Search
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The Review Entries by Invoice page displays:

Unit 01100
Invoice 66002819

~

Accounting Entri

kn

Review Entries by Invoice

Bill To BGS24

Invoice Amt 15,855.00 UsSD

BGS FEE FOR SPACE ADMIN

Acctg Information Transaction Amounts

Discounts/Surcharge

Per=opali i iew All | BU | =2 First ‘& 1-30f3 &) Last
Journal Information Reference Information

GL Unit Acctg Date Type
Accounts
01100 09/01/2018 Receivable
Recognized
01100  09/01/2018 e
Recognized
01100  09/01/2018 Revenue
Total Debits

[&* Return to Search | |[=] Motify

Accoun

110001

424320

424320

t

Fund

SEY
[BER =]

Analysis Type  Affiliat

Dept Program Class Project
56300 1100129000
56300 1100129000
56300 1100129000
< 1
15,855.00 USD Total Credits

-15,855.00 USD

You can click on page tabs to view additional information:

Unit 01100
Invoice 66002819

Accounting Entries =

Review Entries by Invoice

Acctg Information || Transaction Amounts

GL Unit Acctg Date Type
Accounts
01100 09/01/2018 Receivable
Recognized
01100 09/01/2018 e
Recognized
01100 09/01/2018 Revenue
Total Debits

[&* Returnto Search | |[=] Notify

Bill To BGS24

Invoice Amt 15,855.00 USD

BGS FEE FOR SPACE ADMIN

Account

110001

424320

424320

Discounts/Surcharge

Journal Information || Reference Information

Transaction Amt Currency

15,855.00 USD

-15,750.00 USD

-105.00 USD

=

Personalize | Find | view All | 2| B First ‘4 1-30f3 ‘*' Last

¥

<

m

15,855.00 U

sSD Total Credits

LY
B &

Base

Base Amt
Currency

15,855.00 USD
-15,750.00 USD

-105.00 USD

-15,855.00 USD

Transaction Amounts tab displays account #'s and transaction amount

4. Click on the Journal Information tab
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Review Entries by Invoice

oo
Unit 01100 Bill To BGS24 Invoice Amt 15,855.00 USD =
Invoice 66002819 BGS FEE FOR SPACE ADMIN
Accounting Entries = Perzonalize | Find | View All | @l E First ‘4 1-30f3 &/ Last
Acctg Information Transaction Amounts Discounts/Surcharge Journal Information Reference Information | [F=5¥
GL Unit Acctg Date Type Account Tax Authority JJournal ID Line # Journal Date Status Entry Event
Accounts
01100 090142018 Receivable 110001 BI02540207 1 09/01/2018 D
Recognized
01100 090142018 e 424320 BI02540207 2 09/01/2018 D
Recognized
01100 090142018 Revenue 424320 BI02540207 2 09/01/2018 D
4 1 | b
Total Debits 15,855.00 USD Total Credits -15,855.00 USD

[ Return to Search | |[=] Notify

If journal generator was processed, this page gives you the Journal ID # associated with the invoices.

Review Accounting 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.

WorkCenter navigation: Billing WorkCenter > Links pagelet > Review Billing Information >
Adjustment History

Navigator Menu navigation: Billing > Review Billing Information > Adjustment History

The Adjustment History search page displays:

Adjustment History

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

Find an Existing Value

Search Criteria

Business Unit = « 01100 QL
Invoice begins with « |66002460 &'}
Bill Status = - -
Customer begins with « QL
Contract begins with -
Bills in Business Unit = &'}
Template Invoice Flag = - -
[ case sensitive
Limitthe number of results to (up to 300} 300
Search Clear | Basic Search &P Save Search Criteria

Business Unit - Enter valid value or select %

Invoice - Enter valid value

Bill Status - Select value from drop down

Customer - Leave Blank or enter valid value

Contract -Not used by SOV

Bills in Business unit - Leave blank or enter valid value
Template Invoice Flag - Leave blank

Click Search

@ N O U» kW NPR
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The Adjustment History page displays:

Adjustment History

Unit 01100
Invoice GG002460

Original 66002460
Prior

Next 66002640
Latest 66002640

Invoices Selected

[&h Return to Search =] Motify

Bill To SHE12 SHE SUPPORT SERVICES

Personalize | Find | 2 | L First ‘4’ 1-20f2 'k Last

Invoice Status Inv Type
66002460 NV REG
66002640 IV ACR

Select for Display

@ List All Bills
@) Invoiced Bills Only

Get Adjustment History

Invoice Amount Currency

142.80 USD

-142.80 USD

9. Invoices Selected - Displays original invoice and adjustment made to the invoice. In this
example an original invoice was entered and a credit was processed

Some of the reasons for adjusting an invoice are: Billed wrong customer, charged
incorrect charge code, incorrect Quantity, incorrect list price

10. Select for Display - You can display:

e All Bills - Defaults to this selection

¢ Invoiced Bills Only - This option displays only invoices that have a bill status of

INV

Review Adjustment History is Complete
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Invoice Register

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.

WorkCenter navigation: Billing WorkCenter > Reports pagelet > Generate Invoices > Invoice Register

Navigator Menu navigation: Billing > Generate Invoices > Reports > Invoice Register

The Invoice Register page displays:

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

Search Criteria

Run Control I begins with

DCESE Sensitive
Limit the number of results to (up to 300): 300

el
Search Clear Bagic Search & Save Search Criteria

Find an Existing Value | Add a New Value

Click on Add a New Value or Find an Existing Value
1. Run Control ID - Enter new or find existing run control

2. Click Add for new or Search for an existing run control
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The Invoice Register page displays:

Invoice Register

Run Control ID Test2
Language English -

Report request Parameters

Business Unit e}

Range Selection

. Start Date
@) Final Date Range

© Bill Cycle

[§] Save ||[=] Notify

Report Manager Process Monito

[+ End Date

=% Add

Run

2| Update/Display

Lii_

3. Business Unit - Enter valid value

4. Range Selection - Accept default

5. Start Date/End Date - If you generate invoice once a month you can enter for example:

05/01/2008 to 05/31/2008
6. Click Run

The Process Scheduler Request page is displayed:

Process Scheduler Request

UserID ETEST

Run Control I Test2

Server Name Run Date 11/26/2018 [#)
Recurrence Run Time [11:10:194K Reset to Current Date/Time
Time fone Q,

Help

Process List

Select Description Process Name Process Type *Type *Format Distribution
Invoice Register by Invoice id BinCo02 SOR Report Web ~ PDF  Distribution
|:| Inveice Register by Customer BINCO03 SR Report Web ~ FDF « | Digtribution

OK Cancel

7. Process List - Select by Invoice |d or By Customer

8. Click OK
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The Invoice Register page displays:

Invoice Register

Run Control ID Testz
Language Englizh -

Report request Parameters
Business Unit|01163 |3

Range Selection

Run

Report Manager JProcess Monitor

End Date |08/31/2018

Start Date 08/01/2018 |51 et
@ Final Date Range
@ gill Ccycle
il Save ||[Gh Return to Search || [&] Notify [Eh Add lpdate/Display
9. Click on the Report Manager link
The List page displays:
List Explorer || Administration Archives
View Reports For
User ID ETEST Type . + Last - 1 Days - Refresh
Status »~ Folder Instance to
Report List Perzonalize | Find | View All| B | Ed First ‘4’ 160f6 ‘&' Last
Select ﬁfpm ::t:nw Description E:E;;i:e Format Status  Details
2510638 919&53&' Invoice Register by Invoice Id | 11"‘3?‘221\?1 ‘;:i:;'f}ﬂt Detaile
2510623 §195514 Print Portrait style invoices. 1|1"‘i€1”"§%l:3” ‘;:i:;'f}ﬂt Posted  Details
2510622 9196513 Print Landscape Invoices m?f;l‘%nuf” 'E:ngc'ftfﬂ‘ Posted  Details
47 W | ]
2510621 196512 Print Portratt Invoices 110?4?‘%%1\%1 f:':;;'f}ﬂ‘ Posted Details
2510620 9196511 Landscape summarize Invoices 110"1‘3?'%001\%1 E!:c;duft;ﬂt Posted Details
Text
2510619 9196509 Invoice Extract Process %ﬁ?iuulﬁ‘ Files Posted Details
T . * ot
("t}
¥ ]
Select Al Deselect Al
Click the delete button to delete the selected report(s)
Go back to Invoice Register
[l save
List | Explorer | Administration | Archives

10. Click on Administration tab

11. Click Refresh until status of Posted is displayed

12. To print report, click on link under Description field
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The Report appears in a new window, click the print icon to print report.

Report ID:
Range Option
Final Stars Dase

Final End Date:

Business Unit:

Invoice

Invoice Dt

Automatic Zoom =

PeopleSoft BI
INVOICE REGISTER BY INVOICE NUMBER

i1l Source Bill Type Bill-To Customer Name Customer Number

TIype

Invoice Amt

Busiress Unit/Currency: 01163
01163 €3 3

TOTAL # OF INVOICES
TOTAL INVOICE AMOUNT

/ usp
08/07/2018
08/20/2018
o08/20/2018
o08/23/2018

TAX ADMINISTRATION

BGS BURLINGTON MAINTENANCE
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Reprint 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.

WorkCenter navigation: Billing WorkCenter > Links pagelet > Generate Invoices > Reprint Invoices
Navigator Menu navigation: Billing > Generate Invoices > Non-Consolidated > Reprint Invoices

The Reprint Invoices page displays:

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

Search Criteria

Run Control IV begins with

DCsse Sensitive
Limit the number of results to (up to 300): 300

]
Search Clear Basic Search & Sawve Search Criteria

Find an Existing Value | Add a New Value

1. Click on Add a New Value or Find an Existing Value
2. Run Control ID - Enter new or find existing run control

3. Click Add for new or Search for an existing run control
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The Reprint Invoices page is displayed:

Reprint Invoices

Seq Nbr

Range Selection

@ an
@ Bill Cycle

“) Range ID

Print Options

Run Control ID Test_2

Language English

Selection Parameters

1

[[include Attached Bills
[[include Open items Only

© Date Bill Added

~) Public Voucher Number

[5] Save | fat Returnto Search

Reprint Invoices | Print Options

@ Invoice ID
@ custID
© Bill Type

7 Bill Source

=] Nofify

~ @ Specified Language

Run

Report Manager Process Monitor

) Recipient's Language

Find | View All First

From Business Unit 01163 |Q,

To Business Unit 01163 | Q

4

10f1 &) Last

FH[=]

From Invoice |00000000000000630029
To Invoice | 00000000000000630029

From Due Date
To Due Date
From Invoice Date

To Invoice Date

|+ Add

G EEE

3. Range Selection - Select valid value — If you're printing one invoice or a range of invoices
accept default of Invoice ID as shown above

4. Business Unit - Enter valid value

5. From Invoice - Enter invoice # when you tab out of field the invoice # will also populate to the
To Invoice field

6. 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

7. Click Save 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
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Click on the Print Options tab:

Print Options

Reprint Invoices.

Selection Parameters

Seq Nbr 1
Print Invoice Sort By
® cou ntry, Postal
© Cust, Bus Unit

© Bus Unit, Invoice

D Print Only Primary Copy
[Ccustom Label
DUse Current Effective Address

Dlnclude Print Suppressed Forms

[G] Save | §=] Motify

Reprint Invoices | Print Options

Summarization Options

Find | View Al First ‘4

For Invoices agsociated with Summarization Template:

@ print Detail
@ print Summarized
© Print Both Summarized & Detail

*Email Invoice Options Email Onby -

10f1

' Last

#HE=

4 Add

4| Update/Display

9. Click Save

10. Click on the Reprint Invoices tab

Reprint Invoices Print Options

Run Control ID Test_2
Language English

Selection Parameters

SeqMbr 1
[[include Attached Bills

[T include Open ltems Only

Range Selection

Report Manager

~ @ specified Language

@ Al @ Invoice ID
@ Bill Cycle @ custID
© Date Bill Added © Bill Type
© Range ID © Bill Source
© Public Voucher Number

Save ||[gh Returnto Search | |[Z] Motify

Reprint Invoices | Print Options

Pracess Monitar Run

©) Recipient's Language

Find | View All

From Business Unit 01163
To Business Unit 01163

From Invoice |00000000000000630029
To Invoice |00000000000000630029

From Due Date
To Due Date
From Invoice Date

To Invoice Date

B, Add Update/Display

First

a
a

B EEE

4

10f1 &) Last

#H =

11. Click Run
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The Process Scheduler Request page opens:

Process Scheduler Request

UserID ETEST

Run Control ID Test_2

Help

Server Name Run Date [12/04/2018 El
Recurrence Run Time |10:53:47AM Resetto Current Date/Time
Time Zone Q

Process List

Select Description Process Name Process Type *Type *Format Distribution
O Print Invoice wiSQR BIPJ10 PSJob (None) (None) Distribution
lal} Print XMLP PSAD3 Invoice BIPJ100 PSJob (Mone) (Maone) Distribution
0o Print Grants Invoice w/SOR BIPJ20 P3Job (Mone) (Naoneg) Distribution
& Print SF1080/81 Invoice wiSQR BIPJ30 PSJob (None) (None) Distribution
] Print Invoice wiXML Publisher BIPJ50 PSJob (None) (Nong) Distribution
lal} Print XMLP PSICA Invoice BIPJS5 PSJob (Mone) (Maone) Distribution
0o Print XMLP 1034/35 Invoice BIPJGO P3Job (Mone) (Naoneg) Distribution
Il Eont il e Summ loyalice =11 ALl Qdonel (lonal Disinoution
Print XMLP Invoice BIPJ75 PSJob (Mone) (Maone) Distribution
| Print XMLP PS/PC Invoice BIPJED P3Job (Mone) (Naong) Distribution
= Print XMLP PS/0OM Invoice BIPJS5 P3lob (Mone) (Mone) Distribution
O Print XMLP PSAD1 Invoice BIPJS0 PSJob (None) (None) Distribution
lal} Print XMLP PSAD2 Invoice BIPJAG5 PSJob (Mone) (Maone) Distribution

oK Cancel

12. Select - Select the process BIPJ75
13. Click OK
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Click on the Process Monitor link:

Process List Server List

View Process Request For

UserID ETEST Q Type FSJob + Last - 30| Days - Refresh
Server - Name 3, Instance From Instance To
Run Status A Distribution Status hd Save On Refresh
Process List Personalize | Find | View All | 2| [ First ‘4 1-7of 7 ‘b Last
Process . Distribution .
Select Instance Seq. Process Type Name User Run Date/Time Run Status Status Details
9471735 PSJob BIPJ75 ETEST  12/04/2018 10:53:47AM EST Success Posted Details
9471730 PSJob BIPJ75 ETEST  12/04/2018 10:51:11AM EST Success Posted Details
9471724 PSJob BIPJ75 ETEST 12/04/2018 10:45:29AM EST Mo Success Posted Details
9471719 PSJob BIPJ75 ETEST  12/04/2018 10:41:22AM EST Mo Success Posted Details
9471714 PSJob BIPJ75 ETEST  12/04/2018 10:39:38AM EST Mo Success Posted Details
9471696 PSJob BIPJ10  ETEST  12/04/2018 9:26:31AM EST Success Posted Details
9471674 PSJob POXMLP ETEST  12/03/2018 2:20:49PM EST Success Posted Details

Go back to Reprint Invoices I

Save ||[=] Motify

Process List| Server List

14. Click Refresh until Run Status = Success and Distribution Status = Posted
15. Note the process Instance (9471730)
16. Click the Go back to Reprint Invoices link

Reprint Invoices Print Options
Run Control ID Test_2 Report Manager JProcess Monitor LT
Language English » @ specified Language © Recipient's Language
Selection Parameters Find | View All First ‘4’ 10of1 '® Last
+ —
SeqMNbr 1 HE
[[include Attached Bills
[[include Open Items Only
Range Selection From Business Unit 01163 |Q
© an @ invoice ID To Business Unit[01162  |qQ
- Bill Cycle ':::'C"S“D From Invoice [00000000000000630029
Date Bill Added ) Bill Type _
= To Inveice 00000000000000630029
Range ID ) Bill Source
© Public Voucher Number From Due Date Bl
To Due Date |;_'1"]
From Invoice Date El
To Invoice Date El
Save ||[gh Returnto Search | |[Z] Notify El Add Update/Display
Reprint Invoices | Print Options

17. Click on the Report Manager link
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List Explorer I Administration I Archives

View Reports For

Folder - Instance to Refresh
Name Created On [{ Last - 1 Days -
18. Click the Administration tab
List Explorer Administration Archives
View Reports For
UserID ETEST Type « Last - 1 Days Refresh
Status + Folder ~ Instance to
Report List Personalize | Find | View Al | 2 | k= First ‘&' 1-50f5 ‘&' Last
Select FI':’BpDrt :;rsctsﬂnce Description E:tqel-:l".l'aisr;e Format Status Details
H 2618129 9471766) BIXPRNTO0 - BIXPRINTO0. pdf Efgg"figﬁﬂ 'ffg:j?_}at Posted  Details
i 2618428 9471767 Invoice Bursting Program P E;TJ”ES Posted  Details
H 2618426 0471764 Invoice Extract Process P E;TJ”‘"S Posted  Details
H 2618425 9471762 Invoice Bursting Program P E;TJ”ES Posted  Details
B 2618123 9471759 Invoice Extract Pracess Efgg\rgg;?d ;e_:f‘d;”es Posted Details
oeectan  Dpeselectan
Delste Clickthe delete button to delete the selected repart(s)
Go backto Reprint Invoices
[5] save
List| Explorer | Administration | Archives

19. Click BIXPRNTOO - BIXPRNTOO.pdf

PDF of Invoice opens in a new browser window:

= + Automatic Zoom *

BGS Copy Center
(43658)

INVOICE

Invoice No:
Invoice Date:
Page:

63002999
02/28/2002
10f1

Please Remit To:

BGS Copy Center (43658)
General Services Center
Route 2, Drawer 33
Middlesex VT 05633-7601

Bill To:

PSD PUBLIC SERVICE DEPT
112 STATE STREET

2ND FLOOR

MONTPELIER VT 05620-2601

20. Click on the Printer icon to print invoice

Customer No:

Payment Terms:

Due Date:

AMOUNT DUE:

PSD6
DUR
02/28/2002

412.00 USD

Reprint Invoices is Complete
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Reports and Queries

Reports and Queries for Billing can be found in the Reporting Manual(s) located at
https://finance.vermont.gov/training-and-support/vision-manuals/reporting-manual
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