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Document History

Document Revision Date Description

1.0 04/15/2010 Initial Document
2.0 05/01/2014 Upgrade Update
3.0 10/25/2024 Upgrade Update

The content of this training manual is based largely on a generic system configuration and
illustrates the base-line functionality required to execute transactions in the module. Your
agency may be utilizing more or less of the functionality illustrated in this manual. This manual
is intended to be a framework upon which agencies can add agency-specific training content that
speaks specifically to the system functionality that they have deployed and related configuration
that they use for transaction processing. Agencies should not depend on these manuals for end-
user training or problem resolution until they have been reviewed by the agency for
appropriateness.
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Creating Invoices Overview

Invoices can be created on-line through the Bill Entry pages in the Billing Module or from an
external source like the Contract Module. Regardless of source, once created bills can be edited,
approved (set to ‘Ready’ status) and ‘Finalized’ all within the Billing Module. Once bills are
Finalized, the invoice can be sent to the Accounts Receivable module for Cash Application.

Within the Billing Module, bills can be adjusted to reflect credit or correction activity. Bills can
also be Copied to create new bills from similar bills that exist in the system.

The Billing Module supports the following bill/invoice features for maintenance purposes:
e Create Bills/Invoices
e Receive billing data from other PeopleSoft applications
e Receive billing data from non-PeopleSoft applications
e Create installment bills
e Create recurring bills
e Review and validate bills
e Adjust invoices
e Create accounting entries for PeopleSoft General Ledger, Receivables and Accounts
Payable
e Accrue unbilled revenue
e Defer revenue accounting
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Key Terms

Billing Business Unit: Each agency has one, and only one Billing Business Unit. The Business
Unit is the 3 digit agency code, plus 00. For example, Office of Management and Enterprise
Services is 09000.

Customer: A customer is an external entity that is defined in a Contract to receive invoices and
from which revenue is recognized. Customers can be individuals, businesses or federal grantors.

Customer ID: Customer ID is a unique identifier for Customers within the system. Customer
ID’s can be assigned by the system or keyed manually by a user. Each agency will have unique
list of Customer ID’s with which they do business (generate revenue).

Bill (Invoice): The transaction containing invoice information for a Customer (bill header, bill
lines, amounts, due dates, etc.). Bills are created then ‘Finalized’ in Billing to become a
completed Invoice to which customer cash can be applied. The term Bill and Invoice can be used
interchangeably.

Bill Type: The Bill Type represents a category of billing activity that should be grouped together
on a particular bill. Default values can also be defined on the Bill Type that can default down
onto bills (invoices). Bill Types can control values that appear on invoices as well as the
appearance of the invoice.

Bill Source: Bill Source identifies a grouping of billing activity by the source of invoicing.
Default values can be defined on the Bill Source that can default down onto bills (payment
terms, bill cycles, accounts receivable distribution, etc.).

Contracts Business Unit: Each agency has one, and only one Contracts Business Unit. The
Business Unit is the 3 digit agency code, plus 00. For example, Office of Management and
Enterprise Services is 09000.

Distribution Code: Distribution codes simplify the process of generating accounting entries by
defining a valid combination of Chartfield values that are used as defaults on other pages.
Distribution Codes can be defined for Revenue or Accounts Receivable.

Bill by Identifier: Billing uses the Bill-by Identifier to define how to group billing activity on
invoices when it is added to a bill through the Billing Interface (external source). A Bill-by ID
can appear as the default at the customer, bill source, bill type, and business unit levels.

Charge Codes: Charge Codes are similar to Products in the Contracts module that represent the
basic offerings to the agency customer base. Charge codes can be used to bill for something that
is not usually classified as a Product by normal business practices. Charge Codes are defined
similar to a Product in the system but with less required parameters than Products used in the
Contracts Module. Charge Codes define Price, Unit of Measure, Description, etc.

Recurring Bill Template: Defines the billing cycle for bills that are “Recurring’ in nature. Bills
can be scheduled to occur daily, monthly, annually, etc.
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Process Flows

Projects to Billing Integration
Diagram 1: Projects/Billing Module Integration ‘
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Billing to Receivables

General Ledger | Journal G ti
Module Process

Journal Generation
Process

. - Rate Based or Cost
(P! T e Reimbursement Billing

AR/Revenue Accounting
Entries Process
Receivables
Accounting
Billing Bill Sl
Statistical data to be illing Billing Approve Finalization | Finalized
Priced and billed lT:E:;’ B lg:zr:[:::’ Worksheet [Waorksheet™ New Bl |- o cass “Invoice” 4
(Data can be loaded into staging
tables and edited before reaching
Project Costing transaction tables) AR Load
Process
Receivabl AR Update Process
eceivables
Raw billing data that has Pending _N; Update
i calculations complete Items [oCess
Third Party but lacks being
Systems formatted into an invoice T
Qpen Items
(Invoices) Customer Account  |—

| I

P I
hase PaopleSoft Billing
to AR Integration

Phase |

Agency
sttems
T ——

Diagram 3: Billing to Receivables Integration Options
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Guidelines, Concepts, and Alternatives

PeopleSoft Billing uses extensive defaults to automatically populate bill information. During
online Bill entry, as certain fields are populated, the system automatically populates other fields
on the Bill Header based on the defaults that are configured by the agency. Automatic field
population also occurs during the Billing Interface process (BIIFO001) when a field that has
possible default information is left blank.

For example, an agency may extend different ‘Payment Terms’ to customers based on the ‘Type’
of invoice that is being generated. If Payment Terms are defined by Bill Type, then each time a
Bill Type is selected onto an invoice the corresponding Payment Terms are defaulted to the Bill
Header.

Billing default values defined at the Lower-level of the diagram below “Override” values at a
Higher-level in the hierarchy. For example, Payment Terms defined for the Customer would

override Payment Terms defined for the Bill Type. When creating invoice on-line the system will
search for the lowest level value in the hierarchy to populate a particular default field.

Bill Type

Bill Source

Customer

Bill Entry (Item)

Diagram 3: Billing Default Hierarchy
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Billing Business Unit:
1. Bill Cycle — defines processing parameters for an invoice (monthly, quarterly, etc.)
. Remit To Bank Code — bank receiving payment.
Bank Account — bank account receiving payment.
Payment Terms — extended to customer on each invoice.
Accounts Receivable Distribution Code — Debit side of entry to establish Accounts
Receivable balance for an invoice.
Deferred Revenue Distribution Code — Credit side of entry to establish deferred revenue.
Installment Plan ID — used for installment billing features.
Bill Inquiry Phone — Phone number on invoice for customer to direct inquiries.
Billing Specialist — Resource (person) on invoice for customer to direct inquiries.
10 Bill-by-Identifier — way to group similar bill lines together when interfaced into Billing.
11. Invoice Form — dictates the “look and feel” of invoice.

IR

0 %0 N o

Bill Type:
¢ Bill Cycle, Remit To Bank Code, Bank Account, Payment Terms, Accounts Receivable
Distribution Code, Installment Plan ID, Bill Inquiry Phone, Billing Specialist, Billing
Authority, Bill-by-Identifier, Invoice Form

Bill Source:
¢ Bill Cycle, Remit To Bank Code, Bank Account, Payment Terms, Accounts Receivable
Distribution Code, Installment Plan ID, Bill Inquiry Phone, Billing Specialist, Billing
Authority, Bill-by-Identifier, Invoice Form

Customer:
e Bill Cycle, Invoice Form, Bill-by-Identifier, Accounts Receivable Distribution Code
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Recurring Invoice Creation

When invoices need to be created on a repeatable, periodic basis, Recurring Invoices can be
generated for a customer. Recurring invoices are setup in the system using a ‘Template’ that
defines the bill header, bill line and periodic billing schedule for the recurring invoices.

By associating a Recurring Template with a predefined Schedule, agencies can control when
and how often Recurring bills are generated. The schedules automate and control the generation
of Recurring bills. Bills can be generated daily, weekly, monthly, or annually.

The Schedule is defined on the Billing Cycle. The Billing Cycle is populated on the Recurring
Bill Template Header page. The Billing Cycle does the following when generating recurring

bills:

Links the Schedule to the Recurring bill template.

Defines when the Recurring bill is to be generated.

Defines the number of days before the bill generation date that you can generate a
Recurring bill.

Establishes the Invoice Date that appears by default on the Recurring Bill Schedule page
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Step 1: Create a Recurring Bill Template using Standard
Billing

Navigation: Billing > Maintain Bills > Express Billing > Add a New Value

Express Bill Entry

Find an Existing Value ‘ [ Add a New Value l

*Business Unit |29200 Q |

*Invoice |NEXT |

Bill Type Identifier [GM Q|

Bill Source [FED Q|
Customer |0000026609 Q|
invoiceDate [ [
Accounting Date ||

Business Unit — enter the agency business unit value.

Invoice — leave this value as ‘NEXT” to let the system assign the next auto-assigned invoice
value. Alternatively, key the desired invoice number in this field.

Bill Type Identifier — select the Bill Type value for this invoice.
Bill Source — select the Bill Source value for this invoice.
Customer — select the customer for which this invoice is being created.

Invoice Date — Enter the date of the invoice. This date will be displayed on the
printed invoice.

Accounting Date — Enter the date when the transaction is recognized. The accounting date and
invoice date can be the same. The accounting date for an invoice is normally the invoice date.

Click the Add button enter the Standard Billing pages.

NOTE: Before creating recurring Bills required setup includes: A Schedule for recurring bills, a
link between the Schedule and a Bill Cycle, and a Recurring Bill Template.
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Billing General Page

Unit 29200 Inveice NEXT Pretax Amt 000 USD ]
Bill Status | NEW Q Invoice Date | 10/24/2024 i
“Bill Type |GM al Bill Source | FED a]
Cycle ID .MONTHLY Q, *Frequency | Recurring » | B ® |
“Invoice Form |GM_LOC Q
¥ Customer Information
*Customer |0000026609 Q SubCust1 ¥ View Customer Activity
SubCust2
OFFICE OF FEDERAL ACTIVITIES
» Address
» Payment Information
» Header Detail
Lines to Add 1 + - 2 E & Max Rows 5 B =
Bill Lines
F||lQ View All
Charge Details MNet Amount Line Infermation Product | Order | Shipment | Miscellaneous Project/Contract Service User Fields 113
Sel Seq Line Table Identifier Description Quantity UOM Unit Price Em(a;l:g:; AR Account Revenue Accoun
1 Q Q ‘ [ | ‘ [ Q 0.0000| 0.00| AR Account Revenue Account
4 |
Goto: Copy Address Header Motes Accounting Distributions
Summary Standard Entry Bill Search Line Search Attachments
Navigation | Billing General ~ I Page Series
Prev Mext

m Notify Refresh Add Update/Display

Use the Billing General page to define high-level, general information for the Bill Template.
The Address, Payment Information, and Header Detail lines appear collapsed initially and can be
expanded by clicking the Section Header. These sections will be discussed below. All lines on the
Bill will be governed by the values defined on the Bill Header. The page displays Bill Header
information derived from system defaults or the Billing Hierarchy.

NOTE: For Recurring Billing this invoice will become a ‘Template’ from which all recurring
bills will be generated.

Status — at this point in the bill creation process this value should be set to ‘NEW”’.

NOTE: Once the on-line Bill is complete, this value must be changed to READY for further
invoice processing. This change can be done manually on the Bill or through a batch process.

Y2
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Invoice Date — define the invoice date for this bill, if not defined at bill creation.
Bill Type — displays the Bill Type selected for this invoice.

Bill Source — displays the Bill Source selected for this invoice.

Frequency — for a ‘Recurring Bill’ select Recurring for this value.

Cycle ID — define the Cycle value that will be used for the Recurring Bill.

NOTE: The Cycle selected here must have Recurring Bill Parameters defined for it. The
Recurring Bill Parameters define the Frequency at which the recurring bills will be generated,
the Billing Generation date and the default Invoice Date for the recurring bills.

Address Section

v Address

Attention To Q Contact Name
*Location 1Q Number of Copies 1
Language Code ENG *Invoice Media | Print Copy L3

Email Address

Country UsA United Siates
Address 1 1200 N. PENNSYLVANIA AVE NW

Address 2

Address 3
City WASHINGTON

County Postal 20460

State DC District of Columbia |

Click the Address section header to expand the section and view the Customer address for this
invoice.
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Payvment Information Section

« Payment Information

) ) &
Pay Terms |30 Q Pay Method I Check
Remit To | 7626 a Bank Account |0017 Q

Paid Reference ‘
L Prepayment Lookup

Paid Amount 0.00] Fwd Balance [ 0.00

Letter of Credit ID Letter of Credit Document ID

Payment Terms — The Payment Information section displays the payment terms extended to the
customer, that are defaulted into this bill from the billing default hierarchy.

Remit To — displays the Bank Code defaulted into this bill from the billing default hierarchy.

Bank Account — displays the bank account for the bank code that is defaulted into this bill from
the billing default hierarchy.

Header Detail Section

¥ Header Detail
Accounting Date [1024.'2024 ""]] Hold Until Date |10r24.v2024 |
Sales Person ISTATE_M C\‘ Bill Inquiry Phone [4051’702-1071 Q
Credit Analyst ICRAN_EH Ql Collector [COLL_M Q
Billing Specialist |BISP_01 Q Billing Authority |BISF‘_01 Q
Eemice Green Eemice Green
Entry Type Entry Reason | Q
U Accrue Unbilled
PO Ref
System Source
» Projects/Contracts

Accounting Date — define the Accounting Date in the Header Detail section that will drive when
accounting entries for the bill are booked in the General Ledger, if not defined at bill creation.
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Billing General Page continued

Unit 29200 Invoice  NEXT

Bill Status

*Bill Type

Cycle ID | MONTHLY

@
‘!

*Invoice Form Loc

* Customer Information

*Customer (0000026609

OFFICE OF FEDERAL ACTIVITIES

o

» Address

» Payment Information

Pretax Amt 000 USD

Invoice Date | 10/24/2024
Bill Source |FED Q
*Frequency | Recuming w ®

SubCust1 ¥ View Customer Activity

SubCust2

Accounting - Distributions

Billing General
} Header Detail Courtssy Copy Addr
DiseiSurch G Lizhil B
Lines to Add 1] R L Max Rows = =
+ -
Disc/Surcharge
Bill Lines
Disci/Surcharge Distribution
Q 1-10f1 v | view Al
1 Header - Credit Cand 1 1 1
Charge Details | Net Amount I Line Information l I Product l [ Order -‘ " Project’Contract [ Service I User Fields I
Header - lote
Sel Seq Line Table \dentifier Description| Unit Price E:ng:::: AR Account Revenue Accoun’
Heaer AR Distribution
0 1 | al | al | Line - et ol [ oo | 0.00] [ &R Account Revenue Account
4 b
Line - Tax info
Go to: Copy Address Header Notes .
Summary Standard Entry Bill Search Line - VAT Info ts
Navigation l Billing General w E' Page Series
Prev Mext
— T —

AR Account — If no AR account is displayed, click the Navigation dropdown and select Header
AR Distribution from the Navigation dropdown shown above.

Alternatively, use the AR Account hyperlink in the Bill Lines section.
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- [

Billing General AR Distribufion

Unit 29200 Bill To 0000026609 Pretax Amt 0.00 USD =:5]
Invoice NEXT OFFICE OF FEDERAL ACTIVITIES
Bill Header Distribution - AR

B|lQ v View All

Acctg Information Reference Information v

Code Account Oper Unit $:£ Dept Program Class-Funding Bud Ref Sub-Account Pr
AR Q |111onn Q Q | Q | | Q | Q [+}
41 G >
Go fo: Copy Address Header Notes Accounting Distributions
Summary Standard Entry Bill Search Line Search Attachments
Navigation | Header AR Distribution b | Page Series

Prev Next

Page 18 of 65

Update/Display

The Acctg Information tab allows you to define additional Bill Header AR Distribution

information.

NOTE: Bill values defaulted from the billing hierarchy are changeable by the user when
entering the bill on-line.

Click the Save button to save the Bill.

Click the Billing General tab and access the Recurring Schedule pages.

Billing General

Unit 29200

Bill Status
*Bill Type
Cycle ID

*Invoice Form

Invoice  GM-0007008 Pretax Amit 0.00 USD
MEW Q Invoice Date | 10/24/2024 ...
‘am Q| Bill Source | FED q|
. X . ) :
MONTHLY Q Frequency _ Recurring v] B
GM_LOC Q

Click the Recurring Bill Schedule icon, outlined above next to Frequency field, to view the
Recurring Bill Schedule page.

Alternatively use Billing > Maintain Bills > Recurring Bill Schedule > Recurring Bill

Schedule Page.
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Recurring Bill Schedules

Business Unit 29200 Template Invoice  GM-000T7008
Start Date I: Ol Pre-Assign Invoice Numbers
( ! [0 Use Header Dates For Lines
End Date |
Recurring Schedule Q 1-10f1 s Wiew All
i i Inv G a7 +| -
Generate Date Invoice Date Inveoice nv Generated? Date J1 )
ﬁ| | "‘|| MEXT | N
Bill Header From Date :|| To Date | z||

Return o Bill Entry

‘ Return to Search H Mofify l

Use the Recurring Bill Schedule page to define a schedule that recurring bills will be built on
for this invoice.

Start/End Date — define the billing period for this recurring bill activity.

Pre-Assign Invoice Numbers - select to have the system assign all the invoice numbers to the
recurring bills when you save the page. If not selected, the system will assign invoice numbers
when the recurring invoices are generated later.

Click the Generate Rev. Rec. Schedule icon, outlined in the screenshot above, to generate the
recurring bills based on the Dates and Bill Cycle defined on the invoice.
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Recurring Bill Schedules page continued.

Recurring Bill Schedules

Template Invoice  GpM-0007008
Pre-Assign Invoice Numbers

Business Unit 29200

Start Date |01/01/2024 E

r 1 Use Header Dates For Lines
End Date |12/31/2024 [z

Recurring Schedule Q, View 2
i i v G 4z +| -
Generate Date Invoice Date Invoice nv Generated? Date I
01/01/2024 “|‘ 01/01/2024 [ NEXT N
Bill Header From Date | 01/01/2024 :|| To Date |01/31/2024
Generate Date Invoice Date Invoice Inv Generated? Date + =
02/01/2024 "']‘ 0200172024 i3] NEXT N
Bill Header From Date | 02/01/2024 :|| To Date |02/29/2024
: i - + || =-
Generate Date Invoice Date Invoice Inv Generated? Date ..
03/01/2024 “]\ 030172024 [ix3] NEXT N
Bill Header From Date | 03/01/2024 "']| To Date |03/31/2024  [533
i i Inv Generated? +|| -
Generate Date Invoice Date Invoice : Date L )
04/01/2024 "']‘ 04/01/2024 i3] NEXT N
Bill Header From Date | 04/01/2024 “|| To Date |04/30/2024  [:::
i i Inv Generated? +| =
Generate Date Invoice Date Invoice nv Generated? Date L J
05/01/2024 ""]‘ 05/01/2024  [i] NEXT N
Bill Header From Date | 05/01/2024 ‘—]| To Date .051’31.'2024 |H

Generate Date — this value is derived from the Bill Cycle defined on the Billing General page.
The Generate Date is a property of the Bill Cycle’s Recurring Bill Parameters.

Invoice Date - this value is derived from the Bill Cycle defined on the Billing General page.
The Generate Date is a property of the Bill Cycle’s Recurring Bill Parameters

Invoice — displays the “NEXT’ value indicating the system will assign that bill on the schedule
the next available Invoice ID.

Invoice Generated — indicates whether the recurring invoice has been created.

Click the Save button to save the Recurring Bill Schedule.

NOTE: If the Pre-Assign Invoice Numbers checkbox was selected, the Recurring Invoice
numbers will be created at this point.

Click Return to Bill Entry hyperlink to go back to the Billing General page.
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Billing General Page continued

===

Pretax Amt 0.00 USD

Bill Status Invoice Date |10/24i2024
*Bill Type |GM Bill Source

2
| Frequency Recurring v | &

Unit 29200 Invoice  GM-0007008

Cycle ID |MONTHLY

“Invoice Form |GM_LOC

* Customer Information

*Customer | 0000026609 SubCust! ¥ View Customer Activity

SubCust2

o

OFFICE OF FEDERAL ACTIVITIES

b Address

» Payment Information

¥ Header Detail

Lines to Add 1 - | [E Max Rows I:I B =

LY+ = =
Bill Lines
@ 1-10f1 » View All
Charge Details Het Amount I Line Information Product l Order l Shipment [ Miscellaneous [ Project/Contract l I Service [ User Fields 103
Sel Seq Line Table Identifier Description Quantity UOM Unit Price E“f;m AR Account Revenue Accoun
o 1 | Q | | Q ‘ | | ‘ | Q l | 0 ucmn‘ I l],Do} AR Account Revenue Account
4 >
Go to: Copy Address Header Nofes Accounting Distributions
Summary Standard Entry Bill Search Line Search Attachments
Navigation | Billing General ~ I Page Series

Prev Hext

Add Updale/Display

Return to Search | Notify Refresh

Frequency — the frequency option is not editable after creating the recurring schedule.

Go the Bill Lines section on the Billing General Page.
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Bill Line Section

Bill Lines
=l a View All
Charge Details l Het Amount Line Information Product Order Shipment | ‘ Miscellaneous Project/Coniract | Seryice User Fields | ||»
; . - c e Gross AR Revenue
Sel Seq Line Table Identifier Description Quantity UOM Unit Price Extended | Account Account
1 IID a| [100070 Q ] sample Analysis [014 1.0000| ‘EA Q 50.0000 50.00| AR Account 474105 +
4
Go to: Copy Address Header Noles Accounting Distributions
Summary Standard Entry Bill Search Line Search Aftachments
Navigation | Billing General VI Page Series
Prev HNext

E \ Return to Search ‘ [ Notify

Refresh ] Add

Use the Bill Lines section to define all Bill Lines for the Recurring invoice.

Table — define the Bill Line as a Charge Code, Discount or Surcharge. For product type
offerings, use Charge Code (ID value).

Identifier — choose the Identifier for the selected Charge Code. Each agency will have a unique
list of Identifiers representing their product offerings.

NOTE: Bill Line Identifiers can be created for Charge Codes, Discounts or Surcharges.
Typically, agencies can use Charge Codes to identify offerings to their customer base similar to
Products in the Contracts Module (fees, licenses, etc.).

Description — define the Bill Line description.

Quantity — define the quantity value for this Bill Line.

Unit of Measure — define the Unit of Measure for the Quantity that is defined.
Unit Price — define the unit price for this Bill Line.

Gross Extended — this value will be calculated by the system when the page is refreshed or
saved.

NOTE: Use the plus (+) button to insert as many Bill Lines as are needed.

Click the Save button to save the Recurring Bill Line.

b4y
,‘b OKLAHOMA
" < Office of Management

Q> & Enterprise Services



Page 23 of 65

Go to: Copy Address Header Motes Accounfing Distributions
Summary Standard Eniry Bill Search Line Search Aftachmenis
Navigation | Billing General W Page Series
Prev Mext

Use the bottom section of the page to hyperlink to additional billing features like Bill Search,
Header Notes or Summary information.

Use the Page Series feature to scroll through billing pages in a pre-defined order using the Prev
or Next hyperlinks.

Use the Navigation drop-down to go to the Accounting Distributions page, or click the Revenue
Account link in the Bill Lines section.

i
» Payment Information

Billing General

» Header Detail Courtzsy Copy Addr

Dise/Surch C Liabili z i 3
tnestondd | 1) 4 _ jeefsuren Contrer LRI Max Rows =l

Dise/Surcharge

Bill Lines

| Dise/Surcharge Distribution
F|Q 1-10f1 W View All
r 1 Header - Cradit Card
| Charge Details Het Amount I Line Information

Product Order I Project/Confract

I Seryice [ User Fields l||>

| Header - Mate
Sel Seq Line Table identifier Description ™ Unit Price e | | e
| Header AR Distibution |
o 1 [0 a] [toom0 Q| [sample Ana (e e Loal [ sooml | 50.00| AR Account  |474105 F
4 G
| Line - Taxinfo
3o tor Copy Address Header Nofes |,
Eummary Standard Entry Eill Search | Line - VAT lnfo s
Navigation ; Billing General w E | Page Series
Prev HNext

ﬂ| Return to Search H Notify || Refresh I Add Update/Display

5
A s OKLAHOMA
a < Office of Management

PQ~ &Enterprise Services


javascript:submitAction_win0(document.win0,'BI_PB_WRK_BI_HDR_NOTES_PB');

Acctg — Rev Distribution Page

Bill Te 0000026609 5000 UsSD

OFFICE OF FEDERAL ACTIVITIES [ 5
Max Rows *

Unit 29200 Pretax Amit

Invoice  GM-0007008

Page 24 of 65

Bill Line v View Al
Seq 1 Line Net Extended 5000
Identifier 100070 Description  Sample Analysis [0142-1]
* Revenue Distribution
El Creates GL Accl Enlries
Revenue
= || a View All
I Acctg Information Reference Information 13
Code Account Oper Unit Fund Type Dept Program Class-Funding Class F;';'Iﬁ:;g Bud Ref
+ - | ‘RE\LDEFLT Q 474105 Q Q Q Q Q Q Q
D 4 G 3
e -
Percent 100.00 Amount 50.00 Gross Extended 50.00
Go o Tax Accounting Distributions Discount/Surcharge Motes
[Summary Standard Entry
Navigation | Accounfing - Distributions ~ Page Series
Bill Search Line Search Prev

m[ Return to Search || Notify | Refresh l

Use the Accounting — Revenue Distribution page to define the revenue Accounting Entry for

each Bill Line.

Code — use the Distribution Code to facilitate populating chartfields for the revenue accounting

line.

Chartfields — populate the desired chartfields for this Bill Line revenue accounting entry.

Amount — displays the amount of the Bill Line defined earlier on the Bi Line page.

Click the Save button to save the Revenue Distribution for the Bill Line.

NOTE: For recurring invoices, all recurring invoices created will inherit the Accounting

Distribution defined on the original invoice.

Use the Navigation drop-down and select Header AR Distribution from the drop-down list to

go to the Header AR Distribution page.
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Header — AR Distribution Page
[ Billing Generai ’m‘

Unit 29200 Bill To 0000026609 Pretax Amt 50.00 USD A ;
Invoice  GM-0007008 OFFICE OF FEDERAL ACTIVITIES

Bill Header Distribution - AR

F|lQ View All

[ Acctg Information I Reference Information (3
Code Account Oper Unit %’;': Dept Program Class-Funding Bud Ref Sub-Account Pr

AR Q [111000 Q Q Q | | Q Q =

4 G b
Go fo: Copy Address Header Notes Accounting Distributions
Summary Standard Entry Bill Search Line Search Attachments
Navigation | Header AR Distribution » | Page Series
Prev Next

m | Return to Search | [ Motify | Refresh | Update/Displa

Use the Header — AR Distribution page to define additional chartfields when booking Accounts
Receivable accounting entries for this bill.

Code — use the Distribution Code to facilitate populating chartfields for the revenue accounting
line.

NOTE: This value likely will be defaulted into the bill based on the billing hierarchy.

Chartfields — populate the desired chartfields for this AR accounting entry.

Click the Save button to save the Receivables Distribution for the Bill Line.

NOTE: For recurring invoices, all recurring invoices created will inherit the Accounting
Distribution defined on the original invoice.

Click the Billing General Tab.
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Billing General Page continued

Billing General

Unit 29200 Invoice  GM-0007008 Pretax Amt 50.00 USD
Bill Status |RDY Q l Invoice Date |10/24/2024 [u'
*Bill Type |GM Q | Bill Source |FED Q
Cycle ID |MONTHL‘( Q| *Frequency B =
*Invoice Form [GM_LOC Q l

Set the Bill Status to ‘Ready’ for what now is the Recurring Bill Template

NOTE: The Bill Status for the Recurring Bill Template must be set to ‘READY’ for the system
to create recurring invoices.

Click the Save button to save the Bill in ‘Ready’ status.
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Step 2: Generate the Recurring Invoices
Navigation: Billing > Maintain Bills > Create Recurring Bills

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 V| |RECURRING |

[l Case Sensitive

Basic Search IH\E Save Search Criteria

Use an Existing Run Control value or create a New Value.

Click the Search button to use an existing Run Control value.
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Create Recurring Bills Criteria page

Create Recurring Bills

Process
Monitor

Run Control ID RECURRING Report Manager

*Business Unit |29200 Q,

Range Selection

From Invoice ‘GM-DDDTDOB Q ‘

a

O AN

O Bill Cycle
® Invoice ID
O custID

[ Return to Search H MNotify l

To Invoice \ GM-0007008

Add

Page 28 of 65

Update/Display

All — all recurring bills in a Business Unit.

Bill Cycle — all recurring bills assigned a particular Bill Cycle ID.
Invoice ID — select a particular Recurring Bill.

Customer ID — select recurring bills by Customer ID.

Click the Run button to execute the Recurring Bill Generation process.

\4

Business Unit — select the agency billing business unit in which the Recurring Bill has been
created.

Range Selection — is this section of the page to select the recurring bill that will be selected.
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UserID BBENNOB

Run Control ID  RECURRING

Help

Process List

Select Description

Generate Recurring Bills

Reset to Current Date/Time

server Name | | Run Date |10f24f2024 ‘
Recurrence | V| Run Time |10:46:UBAM | l
Time Zone | Q

Process Name Process Type “Type

+Format Distribution

BIRECUR Application Engine Web v |

[T~ Distribution

Select the checkbox next to the desired process.

Click the OK button to execute the process. Navigate to the Process Monitor to view the

Process instance

NOTE: Upon completion of this process, all recurring bills with a ‘Generate Date’ (defined on
the Recurring Bill Schedule) equal to or less than the current date will be created.

Recurring Bill Schedules

Business Unit 29200
startDate 01012024 [

End Date | 12312024 [
Recurring Schedule

Invoice Date

|otro172024 [ |

Generate Date

01/01/2024 [z

Invoice Date

[ozi0172024 [

Generate Date

0200172024 [

Generate Date

031012024 1|

Invoice Date

oaro1rz020 |

Invoice Date

|o4i01r2024 [

Generate Date
04/01/2024 ]|

Bill Header From Date |01/01/2024 ]|

Bill Header From Date (020112024 [

Bill Header From Date (030112004 [ |

Bill Header From Date ‘M‘UW?UZA ‘

Template Invoice  GM-0007008
O Pre-Assign Invoice Numbers

) Use Header Dates For Lines

| View2

Q

Inv Generated? ‘ + H - ‘

Invoice Date

‘GMOOU?OUB ‘ Y 10/24/2024

To Date

01/31/2024

Inv Generated? ‘ + H - ‘ )

Invoice Date

|&M-0007010 Y 1072412024

ToDate 02292024 [

Inv Generated? ‘ + H - ‘

Invoice Date

|aM0007011 | v 1012412024

To Date ‘ 03/31/2024

Inv Generated? ‘ + H - ‘

Invoice Date

|@h-0007012 v 1012412024

To Date | 04/30/2024. ‘

The Recurring Bill Schedules page, shown on page 19, displays that Invoices have now been
generated for previous dates.
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Copy an Invoice
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When a new invoice needs to be created and an existing invoice is similar in content, use the

Copy Single Bill feature to make a new invoice from an existing invoice.

Step 1: Copy a Single Invoice

Navigation: Billing > Maintain Bills > Copy Single Bill > Find an Existing Value

Copy Single Bill

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 | = v| 29200 Q|
Invoice | begins with v| | GM-0007007 Q|

Bill Status | = vl v|
Customer | begins with v | | Q|

Contract |M| ‘ |

O case Sensitive

Basic Search [ Save Search Criteria

Use the Search criteria to select the Invoice that will be copied.

— —

Business Unit — enter the agency business unit value.

Invoice — select the invoice ID that will copied from.

Bill Status — to search for invoices by Bill Status populate this field.
Customer — select the customer for which the invoice was created.

Click the Search button to enter the Copy Single Bill pages.
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Copy — Single Bill Page

Copy Single Bill
unit 29300 Bill To Q0026509 OFFICE OF FEDERAL ACTIVITIES Validate
Invoice  GM-0007007 Pretax Amt 1 575 g5 usD

Select Bill Action

O No Bill Action
® copy Bill
Number of Copies | 1 | Create Bills

Cﬂ Rﬂlts
][] o+

Sequence *Copy Bill Invoice Date

1 [next | E]

l Return to Search H Notify l

Use the Copy Single Bill page to define the new Bill (Invoice).
Select Bill Action — set this radio button to ‘Copy Bill’ to ready the copy.

Copy Results — leave the Copy Bill field set to ‘NEXT’ to let the system assign the next auto-
assigned invoice value. Alternatively, key the desired invoice number in this field

Click the Save button to execute the Copy Bill feature.
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Copy Single Bill page continued

Copy Single Bill

unit 29200 Bill To 0000026609 OFFICE OF FEDERAL ACTIVITIES

Invoice  G-0007007 Pretax Amt 4 57585 usp

Select Bill Action

® No Bill Action
O copy Bill
Number of Copies 1 Create Bills

Cﬁ RE Its
LY

Sequence *Copy Bill Invoice Date

1 GM-0007018 10/24/2024 Go To Bill Header - Gen. Info

I Return to Search H Notify

When the Copy feature is complete, the new Invoice number will be displayed in the Copy Bill
field.

Use the Go To Bill Header — Gen. Info hyperlink to navigate directly to the new Invoice.

NOTE: The system copies all bill information—including any discounts, surcharges, notes, and
accounting distributions, but excluding bill status and invoice date—to the new Bill. The new bill
is created with a status of NEW and with a blank invoice date.
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Change the Status of a Bill

When bills are created on-line in the Billing module, the Status must be changed to ‘Ready’
before the invoice can be processed to completion. A bill’s Status can be changed on the bill
itself by retrieving the bill and manually changing the Status or the Status can be changed using a
batch process that is able to change the Status of one or more bills at once.

The batch bill status change process is useful when a large number of bills need to be changed at
once.

Manually Change the Status of a Bill

Navigation: Billing > Maintain Bills > Standard Billing > Find an Existing Value

Bill Entry

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

Find an Existing Value \ ‘ Add 2 New Value ‘
~ Search Criteria
Business Unit [ = | [ps200 Q|
Invoice | begins with + | | GM-0007007 Q|
Bill Status | = v v
Customer | begins with v | | Q |

Contract | begins with | | |

Bills in Business Unit | = v | Q|

Template Invoice Flag | = V| | v‘

[ case Sensitive

Basic Search & Save Search Criteria

Use the Search criteria to select the desired Invoice.

Business Unit — enter the agency business unit value.

Invoice — select the invoice ID that will be changed.

Bill Status — to search for invoices by Bill Status populate this field.
Customer — select the customer for which the invoice was created.

Click the Search button to enter the Billing pages.
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Header — Info 1 Page

Page 34 of 65

{ Header - Info 1 } { Line - Info 1 |
88 E
Unit 29200 Invoice GM-0007007 Pretax Amt 1.275.85 USD
|Status \RDY Q || Invoice Date | 10/23/2024 ) Gycle 1D |MONTHLY Q|
- —— -
“Type ‘GM Q | Source |FED Q ‘ *Frequency | Once v‘ =
*Customer ‘0000025609 Q | SubCust1 SubCust2
¥ View Activity
OFFICE OF FEDERAL ACTIVITIES
*Invoice Form ‘GMﬁLOC Q | From Date | ‘ To Date | ‘
- &
Accounting Date Pay Terms |00 Q Pay Method | Check ~
Remit To |7625 Q| Bank Account 0017 Q|
Sales ‘STATEJN Q | Bill Inquiry Phone |405ﬂ02—10?1 Q ‘
Credit Analyst | CRAN_01 Q| Collector [COLL_01 Q|
Billing Specialist | BISP_01 Q| Billing Authority |BISP_01 a
Bernice Green Bemice Green
Goto: Header Info 2 Address Copy Address
Notes Express Entry Attachments
Page Series
Navigation | Header - Info 1 V| Prev Next
Summary Bill Search Line Search
I Return to Search I I Motify I I Refresh I Add Update/Display

The Header — Info 1 page displays the Bill Status value.

Bill Status — the bill status can be changed manually by selecting a new Bill Status value:

e Cancel — cancel the Bill.

e Hold — change the Bill Status to ‘Hold’ to prevent further processing.
o Invoiced — the Bill Status can only be changed to this status through the Invoice

Finalization process.

e New —a bill begins in the New status.

Click the Save button to save the new Bill Status.
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Change the Status of Multiple Bills

Navigation: Billing > Maintain Bills > Change Status of Bills > Find an Existing Value

Bill Status Change

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 v| |STATUS_CHANGE |

[ Case Sensitive

| Basic Search L':-q Save Search Criteria

Use an Existing Run Control value or create a New Value.

Click the Search button to use an existing Run Control value.
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Status Change Page

Change Status of Bills

Run Control ID  STATUS CHANGE Report Manager Process Monitor Run
Language | English v

From Status To Status
New O Ready *New Bill Status | Ready Bill v
O Hold O canceled
O Pending

Olnclude Consolidation Group

Business Unit |29200 Q

Range Selection

® Al O Invoice ID
O Bill Cycle O custID

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

O Copy Group ID

Save I Add H Update/Display l

The Status Change page allows the user to change many bills from one Status value to another
Status value.

From Status — select the Bill Status value that will be used as selection criteria to retrieve all
bills in this Status.

To Status — select the Bill Status that the bills will be changed to.

Range Selection — use the selection criteria to choose bills matching the user defined selection
values.

NOTE: The system uses the From Status value in combination with the Range Selection to
retrieve a group of bills that will changed.

Click the Run button to execute the Bill Status Change process.
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UseriD BBENNOG

Server Name |

Recurrence |

Time Zone | Q

Process List

Select  Description Process Name
O AE for RTI Batch Switch AE_RTI_LDAR1
Invoice Status Change BIVCSTS

Run Date | 101242024

Help

Run Control ID  STATUS_CHANGE

Run Time | 1-38:06PM

]

‘ l Reset to Current Date/Time
-Type *Format Distribution
[web  ~| [ v Distribution
| web | |PDF  ~| Distribution

Select the checkbox next to the desired process, Invoice Status Change (BIIVCSTS).

Click the OK button to execute the process. Navigate to the Process Monitor to view the

Process instance

NOTE: The Bill Status Change process produces a report listing all Bills that had a status

change.

b4y
A h OKLAHOMA
"’ < Office of Management

PR~ & Enterprise Services



Page 38 of 65

Adjust an Invoice

When an invoice has been created and Finalized, any changes to the bill require an Invoice
Adjustment.

The system can credit entire Bills and ‘Re-bill” with one action, or the user can select only
certain lines to credit and Re-bill. You can also add lines of activity and Re-bill.

In some cases, adjustments may need to be originated in the source module (Contracts, for
example) and interfaced into the Billing Module for audit trail purposes. However, for invoices
that are created in the Billing Module, or if adjustments in the source module are not appropriate,
the Invoice Adjustment feature is available.

Adjust an Entire Invoice
Navigation: Billing > Maintain Bills > Adjust Entire Bill > Find an Existing Value

Adjust Entire Bill

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 [ = v| 29200 Q|

Invoice | begins with v | |VCP0003846 |

Customer | begins with v| | Q |

Contract | begins with v | | |

Ol case Sensitive

m Basic Search -_-‘II Save Search Criteria

Use the Search criteria to select the desired Invoice.

Business Unit — enter the agency business unit value.

Invoice — select the invoice ID that will be Adjusted.

Customer — select the customer for which the invoice was created.

Click the Search button to enter the Bill Adjustment pages.
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Adjust Entire Bill Page

Adjust Entire Bill

Unit 29300 Bill o pooo3o3sza JOSLYN HOLDING COMPANY RAB VALLEY
Invoice  vCPD0D3846 Invoice Amt  ggg 50 usD
Select Bill Adjustment Action Adjustment Results
O No Bill Action

“Credit Bill |NEXT
@ Credit Entire Bill

O Credit & Rebill Rebill Bill |NEXT Header Info 1

Rebill Default Action CR MEMO Q

Retain Original Invoice Value Adjustment Reason
Use Current Customer Value

m[ Return to Search H Notify H Refresh l

Use the Adjust Entire Bill page to Adjust (Credit) an entire bill and optionally create a new Bill
(Re-bill).

Select Bill Adjustment Action — use this section of the page to define the Adjustment that will
be taken on the Invoice:
e No Bill Action — the page defaults with this radio button selected to ensure the user
deliberately takes adjustment action on the Invoice.
e Credit Entire Bill — this option creates a credit of the entire bill selected.

NOTE: The Credit Bill will be a “Negative’ version of the Bill selected for Credit Action. The
Status of the Credit Bill will be ‘Ready’

e Credit and Rebill — this option will create two new bills. One is a credit to the selected
bill. The other is a copy of the displayed bill.

NOTE: The Rebill copy of the selected bill will have a status of ‘New’

Adjustment Reason - Select the appropriate code from a list of valid reason codes that will be
made available to the user via a prompt list. The reason code is mandatory when issuing a credit.

Adjustment Results — use these fields to create the new Bill ID values. Leave the Credit Bill set
to ‘NEXT’ for the system to assign the next available automatic bill number to the Credit Bill.
Leave the Rebill Bill set to ‘NEXT’ for the system to assign the next available automatic bill
number to the Rebill Bill. Optionally, key in the desired invoice numbers.

Click the Save button to create the new Credit (and Rebill if applicable) Bills.
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Adjust Entire Bill page continued

Adjust Entire Bill
unit 29200 Bill To 0000303824 JOSLYN HOLDING COMPANY RAB VALLEY validate
Invoice  CPOO03846 Invoice Amt 983 50 usD
Select Bill Adjustment Action Adjustment Results
® i —
© o Bill Acton “CreditBill [VCPOO03848 | pieaer nto 1
O Credit Entire Bill ——
O Credit & Rebill Rebill Bill |NEXT ‘ Header Info 1
Rebill Default Action |CR MEMO Q|
Retain Original Invoice Value Adjustment Reason

Use Current Customer Value

l Return to Search H Notify H Refresh l

Once the Credit (and Rebill if applicable) bill has been created, the new Bill ID’s are displayed.
Credit Bill — this field will display the value of the new Credit Bill.
Rebill Bill - this field will display the value of the new Bill, if applicable.

Click the Header Info 1 hyperlink(s) to navigate to the Credit and/or Rebill Bills.

NOTE: Rebill Bills can be changed as necessary to make desired billing adjustments (amounts,
format, accounting entries, etc.). Credit Bills cannot be changed to ensure the credit of the
original invoice is done correctly.
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Billing General Page

. . .3
Unit 29200 Invoice  WCPOOD3B48 Pretax Amt -@e.s0 uso %[

Eill Status (RDY Invoice Date

*gill Type |VCP Eill Source l:l
Cycle D [MONTHLY “Frequency B W

*Invoice Ferm |PORTRAIT

¥ Customer Information
*Customer | 0000303824 w\fizw Customer Activity

JOSUYN HOLDING COMPANY RAB VALLEY

b Address

» Payment Information

¥ Header Detail

Lines to Add + - B Max Rows \Z\ ¥ =
Bill Lines
E | Viewal

[ Charge Details H Met Amaount || Line Informaticn | Product || Crder || Shipment || Miscellaneous || Project’Contract || Senvice || User Fiekds I3

Sel Seq Line Table \dentifier Description Quantity UOM Unit Price G“’ssl AR Account R Accoun

1 0.| |\|"CP_RATE_EIASQ.| |Bi|ling |cmo|| ; _o_:ro| AR Aczount Revenus Account

2 0.| |\|'CP_HATE_EIASQ.| |EIiIIing |aaao|| ; _o_oo| AR Account Revenue Account

0.| |VCP_HATE_EI.HS°.| |Elilling 10cm|| . -3.31| AR Account Revenue Account

0,| |uch_HATE_EmsQ.| |Bi|ling 1nmo|| } -1_za| AR Accaunt Revenue Ascount

0.| |VCP_HATE_EIASQ.| [giting -1.0000| | ; -1.81] | AR Account Revenus Account
4 »

Copy Address Headar Notes Accounting Distributions.
Standard Entry Bill Search Line Search Attschments

Mavigation | Billing General A | Page Series

Next

| Retum to Search || Moty || Refresh |

The Credit Bill is a ‘Reversal’ of the original invoice.
Pretax Amount — this value reflects the reversal of original Invoice.

Status — the Credit Bill is set to ‘Ready’ Status.
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Adjust Selected Bill Lines

Navigation: Billing > Maintain Bills > Adjust Selected Bill Lines > Find an Existing Value

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 | = v| 29200 Q|

Invoice | begins with V| VCP0003845 |

Customer | begins with V| Q |

Contract | begins with ‘*| |

[J Ccase Sensitive

Basic Search g Save Search Criteria

Use the Search criteria to select the desired Invoice.

Business Unit — enter the agency business unit value.
Invoice — select the invoice ID that will be Adjusted.
Customer — select the customer for which the invoice was created.

Click the Search button to enter the Bill Adjustment pages.
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Adjust Selected Bill Lines Page

Adjust Selected Bill Lines

unit 29200 Bill o opooso3sze

Inveice  vcpo003s4s Invoice Amt 4 257 11

Line Adjustment Parameters
O No Bill Action
@® Adjust Selected Lines
L Add to Existing Bill

Line Opt | Create Net Adjustment Only

Adjustment Reason Default | Q

Select Bill Lines

= ql
[ Line Details H References H Dates H Line Amounts | [
Select Line Seq Identifier
1 1 VCP_RATE_BASED
o 2 2 VCP_RATE BASED
o 3 3 VCP_RATE_BASED
o 4 4 VCP_RATE_BASED
¥ SelectAl Clear All
Save [ Return to Search H Notify [ Refresh ]

LEONARD STREET AND DEINARD

usD

Line Adjustment Results

Page 43 of 65

Validate

*Adjustment |NEXT

Total Lines Adjusted

Set Filter Options

1 To 40 Of 213
Description Enfr":j:
Billing 445
Billing 2094
Billing 11.44
Billing 268

Sort

4.45 [CR MEMO

L a]® E E
1-40140 ~ » 4] View All
| |

2094 |

1144|

253|

Net Extended Adjustment Reason

The Adjust Selected Bill Lines page allows the user to select particular Bill Lines to Credit

and/or Rebill.

Invoice Amount — this field displays the total amount of the selected invoice amount.

Select the Adjust Selected Lines radio button.

Add to Existing Bill - Select this check box to add the lines to an existing bill. If the checkbox is
not selected, the system generates a new bill for these adjustment lines. If the checkbox is
selected, the Add to Bill field appears and should be populated.

NOTE: Adjustments to Projects/Contracts Bills should NOT be added to Non-

Projects/Contracts Invoices.
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Line Option — the Line Option options define what action will be taken on the invoice.

e Create Net Adjustment Only — this selection creates a single credit bill line.

o Create Reversal and Rebill — this option creates two new lines, one that credits the
original line chosen, and one that reflects the adjustment

e Credit Line — this option creates one line with a reversal of the amounts from the
original line chosen.

NOTE: The Credit Line option creates an exact credit of the selected Invoice Line that cannot be
changed. The Create Net Adjustment Only option creates an adjustment invoice that can be
altered as desired.

Line Adjustment Results — define the Adjustment Bill using ‘NEXT’ to assign the next
available invoice number to the credit bill or alternatively key the Bill ID.
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Line Search — Click the Set Filter Options to search bill lines.

Filter Options X
Help
Enter your search criteria, then click the Search button fo display new results.
Identifier | Q |
Order Number | Q |
Purchase Order | Q|
Bill of Lading | Q |
Contract | Q|
PC Business Unit | Q |
Project D | Q|
Activity ID | a|
source Type | Q|
category | a|
Subcategory | Q|
operand [ ] Order Date ||
operand [ | contractDate [ [&|
operana [ v ChargeFrompbate | [
operand [ | ChargeToDate | [ l
operand [ | invoiceLine | |

Reference — define a data element that will be used to search for Bill Lines (Purchase Order,
Contract, etc.)

Value — for the Reference selected, populate with the value that will be used for the Search.
Operand — use this field to define how the bill lines will be searched for.
Invoice Line — specify the Line that is to be adjusted.

Click the OK button to execute the Bill Line search.

Set Filter Options

sort |L o.| HIE

1 To 40 ©Of 213

Sort — Found on the Adjust Selected Bill Lines page. Use to define the type of Bill Line sort that
will be executed (by amount, description, line number, etc.) Click the sort icon, outlined above,
to sort the Bill Lines.
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Adjust Selected Bills page continued

Select Bill Lines

||_1||q| 140040 ~| » M | Vewal
I Line Details || References H Dates H Line Amounts | [
- . e Gross "
Select Line Seq Identifier Description Extended  NetExtended Adjustment Reason
1 1 VCP_RATE BASED Billing 445 445 |cRMEMO Q '

Select the Bill Line to be adjusted using the Select checkbox in the Line Details tab.

Adjustment Reason - Select the appropriate code from a list of valid reason codes that will be
made available to the user via a prompt list. The reason code is mandatory when issuing a credit.

Click the Save button to create the new Credit (and Rebill if applicable) Bills.

Line Adjustment Results

*Adjustment VCPOD0D3249 Header Info 1
Bill Line Info 1

Total Lines Adjusted 1

The Line Adjustment Results section of the page displays Adjustment Bill ID information.
Use the Header Info 1 hyperlink to navigate to the new Credit Bill.

Use the Bill Line Info 1 hyperlink to navigate to the new Credit Bill Lines.

Click the Header Info 1 hyperlink.
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Header Primary Page

Pretax Amt 445 USD

=Bill Type |VCP Eill Source \:\
oy e me

*Invoice Form |PORTRAIT

Unit 29200 Invoice  VCPOOD3349

Eill Status

Cycle ID

~ Customer Information
w\few Customer Activity

*Customer |D00030382% SubCust
SubCust2
LEONARD STREET AND DEINARD

b Address

» Payment Information

¥ Header Detail
LinesmAdd + = & ¥ & Max Rows E\ ¥ Iz

Bill Lines

Ey
Miscellaneous || Project/Contract || Senice || User Fiskds

[ Charge Details H Met Amount || Line Informaticn || Product || Order || Shipment ||

1-10f1 & | Wiew Al

Iix

Sel Seq Line Table Identifier Description Quantity UOM Unit Price Extfr:m AR Account Revenue Accoun
o 1 | Q | |\|"CP_RATE_BAS°. | |Bi|ling | | 1.0000| | Q | | 4.15m| | 4_45| AR Account Revenue Accaunt
Go to: Copy Address Header Notes Accounting Distributions
Summary Standard Entry Bill Search Line Search Attachments
Navigation | Billing Genaral ~ | Page Series
Frev Next

UpdateDisplay

m| Retum to Search || Nuotify || Refresh |

The Credit or Adjustment Bill will be created to reflect the selected action.

Status — for Credit Bills, the Status will be set to ‘RDY” while Adjustment Bills Status will be
set to ‘NEW’.
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Finalize and Print a Bill

When a Bill has been created and the Status set to Ready, it must be Finalized in order to
complete the invoicing process and update Accounts Receivable for customer cash application.
The Finalize process is a batch process that is executed on one or more invoices.

Invoices can also be printed in a Pro-Forma fashion. This provides the ability to look at the
invoice format and content before it is released to the Customer.

Invoices can also be Re-Printed after they’ve been Finalized and Printed previously. This would
be useful to change a customer address or to reprint an invoice after it has been paid.

Print a Pro-Forma Invoice

Navigation: Billing > Generate Invoices > Non-Consolidated > Print Pro Forma > Find an
Existing Value

Pro Forma

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 Control ID | begins with v | |PROFORMA |

) Case Sensitive

m Basic Search r_~"' Save Search Criteria

Use an Existing Run Control value or create a New Value.

Click the Search button to use an existing Run Control value.
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Pro Forma Page

I Pro Forma H Print Options ‘
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Run Control ID PROFORMA
Language English v |

Selection Parameters

Seq Nbr 1
Invoice Date Option
@ Processing Date
O User Defined

Range Selection

Al

QO Bill Cycle

O Date Bill Added

O Range ID

O Public Voucher Number

® specified Language

® Invoice ID
O CustID

O Bill Type
O Bill Source

Report Manager

Process Monitor

O Recipient's Language

| Q ‘ - View All
[+~
From Business Unit |29200 Q |
To Business Unit |29200 Q|
From Invoice | GM-0007019 a
To Invoice |GMfDUDTD‘19 Q|
[ Add H Update/Display ]

Use the Pro Forma page to define the bill or group of bills that will be selected for Pro Forma

printing.

Invoice Date Option — select to have the system assign the Invoice date as the current
Processing Date or User Defined. When the User Defined option is selected, populate the Date

field.

Range Selection — use this section of the page to define the group of invoices to print by:
o Bill Cycle — print all invoices in a business unit with a particular Bill Cycle.
e Invoice ID — specify an invoice or range of invoices to print.
e Customer ID — print all invoices for a particular Customer.
o Bill Type — print all invoices that have a specific Bill Type value.
o Bill Source - print all invoices that have a specific Bill Source value.

Click the Bills To Be Processed icon, outlined in the screenshot above, to preview the invoice or
group of invoices that will be printed based on the Range Selection values provided.
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Bills To Be Processed Page

Bills To Be Processed x
Help
Bills To Be Processed
|EE||Q| 1-10f1 » | view Al
BlUnit  Invoice Status Customer Inv Layout Layout Type  Bill To Media
29200 GM-0007019 NEW 0000026609 GM_GEN P Print Copy

The Bills To Be Processed page displays all the invoices that match the Range Selection criteria
provided by the user.

Click the Return button to return to the Pro Forma page.
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Pro Forma page continued

[ Pro Forma H Print Options l

Report Manager Process Monitor
Run Control ID  PROFORMA ’ ’
Language | English - ® Specified Language O Recipient's Language

Selection Parameters @ | 10f1 « | ViewAll

Invoice Date Option

@® Processing Date
O User Defined

Range Selection
From Business Unit (29200 Q

Oan @ Invoice ID
O Bill Cycle O Cust ID To Business Unit |29200 Q
O Date Bill Added O Bill Type
i GM-0007019
O Range ID O Bill Source From Invoice | [} |

O Public Voucher Number To Invoice | GM-0007019 Q |

[ ) (o |

Pro Forma | Print Options

Click the Run button to execute the Pro Forma Print process.
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Process Scheduler Request x
He!
User D' BEEMNNOG Run Control I PROFORMA
Server Name | | Run Date |10:2472024 B
Recurrence | hd | Run Time |2:50:43PM | Reset te Current Date/Time
Process List
Select Description Process Name Process Type =Type *Format Distribution
Pre-procese & Finaization BINCODD Application Engine | Web W | | T W | Diistibution
Proforma & Print BIJOBPO1 PSJob [Hone ~| [ (Nong) | Distribution
Proforma & Print-chart job BIJOBP1S PSJob [Hone ~| [ (Nong) | Distribution
Print Invoice wiSQR BIPJHD PSJob [one ~| [ (Nong) | Distribution
Print XMLE PSAD3 Invoice BIPJ100 PSJob [one ~| [ (Nong) | Distribution
Print Grants Invoice wiSQR BIPJ20 PSJob [one ~| [ (Nong) | Distribution
Print SF1080/31 Invoice wSQR BIPJ30 PSJob | Mone v | | [None) w | Distribution
J4D-short-Frint Invoice wiCrys BIFJ40SH PEJob | (Mone | | (Nons) W | Diistribution
Print Invoicz wiXML Publisher BIF.J50 PS.Job | [Mone | | [Nonz) w | Diistribution
Print XMLP PSICA Invoice BIPJSS PSJab [one ~| [ (nong) w | Distribution
Print XMLP 1034/35 Invsice BIPJG0 PSJob [Hone ~| [ (Nong) | Distribution
Print XMLP Summ. Invoice BIPJGS PSJob [Hone ~| [ (Nong) | Distribution
Print XML Inuoice BIPJTS PSJob [Hone ~| [ (Nong) | Distribution
For Reprinting QCF BIPJT6 PSJob [Hone ~| [ (Nong) | Distribution
Reprint O34 Invoicz BIPJTT PSJob | Mone v | | [None) w | Distribution
Print XMLF PS/FC Invoice BIPJED PSlab [one v | [ Mong) w|  Distribuion
Frint XMLF PS/CM Invaice BIFJES PSJob | Mone | | [Nanz) w | Diistribution
Print XMLP PSAQT Invaice BIPJO0 PSJat [Mone »| [ (ong) v | Distribution
Print XMLP PSAN2 Invoice BIPJOS PSJab [one ~| [ (nong) w | Distribution
[ o

Select the checkbox next to the desired process.

NOTE: When printing an invoice, the user must select a job on the Process Scheduler Request
page that will generate the type of invoice that you selected during bill entry (or was selected
through the billing interface if the bill was generated externally to Billing), or the invoices will
not print.

Click the OK button to execute the process. Navigate to the Process Monitor to view the
Process instance and retrieve the printed copy of the Bill.

NOTE: The Process Monitor will house the copy of the Invoice(s) that were selected in the Pro
Forma process. Navigate to the Process Monitor to view the printed invoice(s).
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Finalize and Print an Invoice

Navigation: Billing > Generate Invoices > Non-Consolidated > Finalize and Print > Find an
Existing Value

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 | begins with v | |FINALIZE |

[J Ccase Sensitive

Basic Search Lkm Save Search Criteria

Find an Existing Value | Add a New Value

Use an Existing Run Control value or create a New Value.

Click the Search button to use an existing Run Control value.
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Finalize and Print Page

[ Finalize and Print H Print Options. ‘

Report Manager Process Monitor Run .
Run Control ID  FINALIZE . g E

Language | English v‘ @® specified Language O Recipient's Language
Selection Parameters | Q | View All
Seq Nbr 1 | + H - |

Invoice Date Option

Range Selection

Processing Date
User Defined 10/24/2024 |

From Business Unit ‘29200 Q |

QAN @ Invoice ID

O Bill Cycle O custID To Business Unit \29200 Q |

O Date Bill Added O Bill Type

O Range ID O Bill Source From Invoice | GM-0007018 Q|
O Public Voucher Number To Invoice ‘GM—ODDTUﬂS Q ‘

Finalize and Print | Print Options

Use the Finalize and Print page to define the bill or group of bills that will be selected for
invoice Finalization and Printing.

Invoice Date Option — select to have the system assign the Invoice date as the current
Processing Date or User Defined. Populate the Date field when User Defined option is selected.

Range Selection — use this section of the page to define the group of invoices that will be
Finalized:

Bill Cycle — finalize and print all invoices in a business unit with a particular Bill Cycle.
Invoice ID — specify an invoice or range of invoices to finalize and print.

Customer ID — finalize and print all invoices for a particular Customer.

Bill Type — finalize and print all invoices that have a specific Bill Type value.

Bill Source — finalize and print all invoices that have a specific Bill Source value.

Click the Bills To Be Processed icon to preview the invoice or group of invoices that will be
Finalized based on the Range Selection values provided.

NOTE: Invoices can be Finalized without being printed.
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Bills To Be Processed Page

Bills To Be Processed x
Help
Bills To Be Processed
| 5 | | Q | View All
Bl Unit Invoice Status Customer Inv Layout Layout Type Bill To Media
29200 GM-0007018 RDY 0000026609 GM_GEN P Print Copy

The Bills To Be Processed page displays all the invoices that match the Range Selection criteria
provided by the user.

Click the Return button to return to the Finalize and Print page

NOTE: Only Bills that match the Range Selection Criteria and are in a Ready (RDY) status will
be selected for the Finalize and Print Process.
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Finalize and Print page continued
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I Finalize and Print H Print Options l

Run Control ID  FINALIZE

Language | English

Selection Parameters

Seq Nbr 1
Invoice Date Option

O Processing Date
@® User Defined

Range Selection

O Al

O Bill Cycle

O Date Bill Added

O Range ID

O Public Voucher Number

Finalize and Print | Print Options

Report Manager

v| ® specified Language

102412024 [

@ Invoice ID
O custip

O Bill Type
O Bill Source

Process Monitor Run =]

C Recipient's Language

@ | 10f1 ~ | View All

From Business Unit |29200 Q |

To Business Unit |29200 Q |

From Invoice |GM-0007018

To Invoice | GM-000701

[+[=]
Q]
Q|
| Add H Update/Display ]

Click the Print Options Tab to define the print parameters for the Finalization process.
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Print Options Page

‘ Finalize and Print } [ Print Options |

Selection Parameters | Q ‘ 10f1 v | View Al
seqNbr 1 | + H - |

Print Invoice Sort By Summarization Options

® Country, Postal For Invoices associated with Summarization Template:
O Customer, Invoice @ Print Detail
O Bus Unit, Invoice O Print Summarized

O Print Both Summarized & Detail

. )
“EDI Invoice Options | EDI Only V| G Print Only Unprinted Invoices

e [ Print Listing
*Email Notification Options |%|
“Email Invoice Options |W|
*Federal Highway File Options |W|
*Elec Invoice File Options |W|

Finalize and Print | Print Options

Use the Print Options page to define how a group of invoices will be printed.

Print Invoice Sort By — this section of the page allows the user to define the sort order of the
printed invoices.

Summarization Options — select to define whether the invoice(s) will be summary or detail.
Print Only Unprinted Invoices — select this checkbox to exclude previously printed invoices.
Click the Finalize and Print tab.

From the Finalize and Print tab, click the Run button to execute the Finalize and Print process.
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Process Scheduler Request b
Help
User ID BBENNOG Run Control ID  FINALIZE
Server Name | v| Run Date ‘10!24;2024 |
Recurrence | v Run Time | 3:07:53PM | l Reset to Current Date/Time
Time Zone | Q

Process List

Select  Description Process Name Process Type Type <Format Distribution
=] Pre-process & Finalization BINVCO00 Application Engine | Web  ~| | TXT  ~| Distribution
Finalize and Print BIJOBO1 PSJob | (None) ~| | (None) | Distribution
0 FinalzeandPrint w/Crysti-short BIJOB51S PSJob | None) ~| | (None) | Distribution
=] Print Invoice w/SQR BIPJ10 PSJob [ (None) ~| | (None) ~| Distribution
=] Print XMLP PSA03 Invoice BIPJ100 PSJob [ (Noney ~| | (None) | Distribution
0 Print Portrait Invoice wiSQR BIPJ11 PSJob [ (None) ~| | (None) | Distribution
0 Print Grants Invoice w/SQR BIPJ20 PS.Job | (None) ~| | (None) ~| Distribution
=] Print SF1080/81 Invoice w/SQR BIPJ30 PSJob | (None) ~| | (None) ~| Distribution
O J40-short-Print Invoice w/Crys BIPJ40SH PSJob [ Noney ~| | (one) ~| Distribution
0 Print Invoice wiXML Publisher BIPJ50 PSJob [ (None) ~| | (None) | Distribution
o Print XMLP PS/CA Invoice BIPJ55 PSJob [ (None) ~| | (None) ~| Distribution
O Print XMLP 1034/35 Invoice BIPJE0 PSJob [ Noney ~| | (one) ~| Distribution
m| Print XMLP Summ. Invoice BIPJES PSJob [ None) +| [ (None) ~| Distribution

Select the checkbox next to the desired process.

NOTE: When printing an invoice, the user must select a job on the Process Scheduler Request
page that will generate the type of invoice that you selected during bill entry (or was selected
through the billing interface if the bill was generated externally to Billing), or the invoices will
not print.

Click the OK button to execute the process. Navigate to the Process Monitor to view the
Process instance and retrieve the printed copy of the Bill.

NOTE: The Process Monitor will house the copy of the Invoice(s) that were selected in the
Finalization and Print process. Navigate to the Process Monitor to view the printed invoice(s).
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Reprinting an Invoice

Navigation: Billing > Generate Invoices > Non-Consolidated > Reprint Invoices > Find an
Existing Value

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 ID | begins with V| |REPRINT |

[ Case Sensitive

Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

Use an Existing Run Control value or create a New Value.

Click the Search button to use an existing Run Control value.

NOTE: The system selects only bills for reprint that have a status of /NV (previously invoiced
through the Finalization process) that have already been printed.
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Reprint Invoices Page

[ Reprint Invoices || Print Options ‘
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Run Control ID REPRINT

Language | English v‘ ® specified Language

Process Monitor

O Recipient's Language

Selection Parameters ‘ Q ‘ View All
seamer 1 +[=]
O Include Attached Bills
O Include Open Items Only
Range Selection —
~ _ From Business Unit ‘29200 Q |
O Al ® Inveice ID E—
O Bill Cycle Ccustip To Business Unit 29200 Q|
O Date Bill Added O Bill Type ) GM0002918 Q
O Range ID O Bill Source From Invoice ‘ - |
© Public Voucher Number To Invoice | GM-0002918 a|
From Due Date \ \
To Due Date \ \
From Invoice Date \ \
To Invoice Date \ \
s =

Reprint Invoices | Print Options

Use the Reprint Invoices page to define the invoice or group of invoices that will be selected for
reprinting.

Range Selection — use this section of the page to define the group of invoices that will be
reprinted:

e Bill Cycle — reprint all invoices in a business unit with a particular Bill Cycle.

e Invoice ID — specify an invoice or range of invoices to reprint.

e Customer ID — reprint all invoices for a particular Customer.

o Bill Type — reprint all invoices that have a specific Bill Type value.

o Bill Source — reprint all invoices that have a specific Bill Source value.

From/To Due Date — populate these fields to define the range of invoices for reprinting by Due
Date.

From/To Invoice Date — populate these fields to define the range of invoices for reprinting by
Invoice Date.

Include Open Items Only — select to include as a search criterion only those invoices that have
open Accounts Receivables balances (un-paid).

NOTE: This feature only works if the item is recognized in Accounts Receivable. Pending
Items will not be picked up.
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Click the Bills To Be Processed icon, outlined in the screenshot on the previous page, to
preview the invoice or group of invoices that will be reprinted based on the Range Selection

values provided.

Bills to Be Processed Page

Bills To Be Processed x
Help
Bills To Be Processed
| 5 || Q | View Al
Bl Unit Invoice Status Customer Inv Layout Layout Type Bill To Media
29200 GM-0002918 INV 0000026609 GM_GEN P Print Copy

The Bills To Be Processed page displays all the invoices that match the Range Selection criteria
provided by the user.

Click the Return button to return to the Finalize and Print page
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Reprint Invoices page continued

| Reprint Invoices H Print Options I

Report Manager Process Monitor Run
Run Control ID REPRINT P 9 |

Language | English  ~ ® Specified Language O Recipient's Language

Selection Parameters @ | 1of1 | View Al

searr [+]-]

O Include Attached Bills
U Include Open items Only
Range Selection

From Business Unit [29200 Q

QAN @ Invoice ID -

O Bill Cycle O custID To Business Unit |29200 Q

C Date Bill Added O Bill Type

ORange ID O Bill Source From Invoice | GM-0002918 Q|
O Public Voucher Number To Invoice ‘ GM-0002915 Q |

From Due Date
To Due Date
From Invoice Date

To Invoice Date

(o [

Reprint Invoices | Print Options

Click the Run button to execute the Reprint process.
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Process Scheduler Request x
Help
UserID BBENNO& Run Control ID REPRINT
Server Name ‘ V| Run Date ||
Recurrence ‘ V| Run Time | 3:31:02PM | l Reset to Current Date/Time
Time Zone ‘ Q
Process List
Select  Description Process Name Process Type “Type *Format Distribution
0 Print Invoice w/SQR BIPJ10 PS.Job | (None) | | (None) v Distribution
O Print XMLP PSAO03 Invoice BIPJ100 PSJob [ None) v | | (None) v/ Distribution
0 Print Grants Invoice w/SQR BIPJ20 PS.Job | (None) ~| | (None) ~| Distribution
0 Print SF1080/81 Invoice W/SQR BIPJ30 PSJob [ None) ~|  (noney v Distribution
0 J40-short-Print Invoice wiCrys BIPJ40SH PS.Job | (None) | | (None) Distribution
Print Invoice wiXML Publisher BIPJ50 PSJob [ None)y ~|  (noney v Distribution
) Print XMLP PS/CA Invoice BIPJSS PSJob | (None) ~| | (None) ~| Distribution
0 Print XMLP 1034/35 Invoice BIPJEO PSJob [ None) ~| | (None) | Distribution
0 Print XMLP Summ. Invoice BIPJ65 PS.Job | (None) ~| | (None) Distribution
0 Print XMLP Invoice BIPJTS PSJob [ None) ~|  (noney v Distribution
[ For Reprinting QCF BIPJ76 PS.Job | (None) | | (None) Distribution
D Reprint OSA Invoice BIPJT7 PSJob [ None)y ~|  (noney v Distribution
0O Print XMLP PS/PC Invoice BIPJBD PSJob | (None) ~| | (None) ~| Distribution

Select the checkbox next to the desired process.

NOTE: When printing an invoice, the user must select a job on the Process Scheduler Request
page that will generate the type of invoice that you selected during bill entry (or was selected
through the billing interface if the bill was generated externally to Billing), or the invoices will
not print.

Click the OK button to execute the process. Navigate to the Process Monitor to view the
Process instance and retrieve the printed copy of the Bill.

NOTE: The Process Monitor will house the copy of the Invoice(s) that were selected in the
Reprint process. Navigate to the Process Monitor to view the printed invoice(s).
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Delete Temporary Bills

When bills are created from sources external to the Billing module, Temporary Bills are created
in the Billing Worksheet. Once these have been reviewed and approved in the Billing Worksheet,
they no longer serve a purpose in the processing of a bill. Occasionally, these Temporary Bills
should be deleted from the system.

Delete Temporary Bills

Navigation: Billing > Generate Invoices > Utilities > Delete Temporary Bills

Delete Temporary Bills 1

*Business Unit (20200 Q|

*Select | Al v|

Select All Deselect Al i
Temporary Bills Selection
| = || Q ‘ View All
Sel Invoice Customer Contract Project Invoice Amount  Billing Currency
0 TMP-00001587 0000026609 V02F42301 1,275.85 USD
0 TMP-00001380 0000304792 21-107 5,000.00 USD

Use the Delete Temporary Bills page to search for and delete Temporary Bills.

Unit — populate with the agency business unit.

Select - choose an option to search for Temporary Bills by All, Customer, Contract or Project.
Based on the Select option chosen, populate the corresponding value.

Click the Search button to retrieve the Temporary Bills that match the selection criteria.
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Delete Temporary Bills page continued

Delete Temporary Bills

Page 65 of 65

“Business Unit (20200 Q|
e Ca—
Select All Deselect Al

Temporary Bills Selection
| w5 || Q ‘ 2072 v | View Al

Sel Invoice Customer Contract Project Invoice Amount  Billing Currency

TMP-00001587 0000026609 V02F42301 1,275.85 USD

TMP-00001380 0000304792 21-107 5,000.00: USD

All Temporary Bills that match the search criteria will be visible in the Temporary Bills
Selection section of the page.

Select — chose this checkbox to mark the Temporary Bill for deletion.

Click the Delete icon, outlined in the screenshot above, to delete the Temporary Bills marked.
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