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Introduction

The goal of this tutorial is to help users learn the concepts and procedures used for Accounts
Receivable and Billing.

At the end of this module, you will be able to perform the following:

- Perform system setup.

- Request a new customer or update an existing customer.
- Create an invoice.

- Create bill adjustments.

- Print an invoice.

- Enter payments.

- Manage credit processes.

University of Missouri Proprietary & Confidential
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System Setup

If your operation does a lot of billing, the procedures and system setups in this lesson may be
done to save time when invoicing, by creating processes that automatically populate invoice data.

Create Revenue Distribution Codes

The Revenue Distribution Code is used to automatically populate the ChartField string associated
with a billing charge line. It represents a valid combination of ChartFields used in crediting an
operation. The only required ChartField is the Account, but the Fund, DeptID, Program, Class,
Project/Grant, and PC Business Unit may be set up as part of the Revenue Distribution Code.

Procedure

Navigation: Set Up Financials/Supply Chain > Common Definitions >
Distribution Accounting > Distribution Code

PeopleSoft.
(Menu B

Search: Mew Window | Help | /&,

&

I My Favorites Distribution Code

== Set Up Financials/Supply Enter any information you have and click Search. Leave fields blank for a list of all values
Chain

~ Comman Definitions | Find an Existing Value {__Add & New Value

= Distribution Accounting

— Distribution Code

s SetiD: UOFMO a
I Product Related D\slribuﬁonCode:| begins with || ‘Q

[» Accounts Receivable

> Billing [Tinclude History

[» PeopleTools

Home Add to Favorites Sign out

Search ‘ Clear ‘EESIC Search Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

1. Click the Add a New Value tab.

—
Add a Mew Value

University of Missouri Proprietary & Confidential
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Step Action

2. The SetlD defaults to UOFMO. Retain the default.

Enter the desired information for the Distribution Code field. For this training
example, enter "CX51949500".

The Revenue Distribution Code must ALWAYS include your 5-digit
MoCode, such as CX519. The code can also include the first 5 digits of the
PeopleSoft revenue account number (e.g., CX51949500).

By establishing a distribution code name that includes the MoCode and
account number, you are able to set up distribution codes for your DeptID
that reflect the various types of revenue your department may receive.

When creating a Revenue Distribution Code for a detail Project, use the
project_id 00, complete the process, and send an e-mail to your accounting
office with the distribution code and the correct project_id.

Step Action

3. Click the Add button.
Add

University of Missouri Proprietary & Confidential
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PeopleSoft.

(=3

Home Add to Favorites Sign out

Mew Window | Help | .5

Distribution Code
SetiD: UOFMOD Distribution Code: CX51948500

Distribution Code Definition
*Effective Date: 1003012008 |5 +status:

*Description: | |
Short Description: l:l
=
*Distribution Type: FE' Unbilled AR Distribution Code: I:lq

(ChartField Values
PC

*Account Fund  Dept Program  Class Business Proiect Activity %‘L’;CE Category  Subcateqory Affiliate ég’;ﬁ
ot Code
1]l J&f la[ Ja[ Ja[ Jaf | la[Ja[ Ja[_Ja [ Ja[ 9
B save | =] Notify B Add
hS >

Step Action

4. The Distribution Code page will display.

Change the Effective Date to the first day of the month. For this training example,
click the Choose a date button.

5. Click the 1 link (first day of the month).
6. Enter the desired information into the Description field.

For this training example, enter "Disability Services".

7. Enter the desired information into the Short Description field.

For this training example, enter "\Voc Rehab".

8. Click to display the Distribution Type list.
[

9. Click the Revenue list item.

Revenue

University of Missouri Proprietary & Confidential
Page 4 Division of Information Technology




Training Guide
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Step

Action

10.

Enter the ChartFields that your Revenue Distribution Code will represent. Enter or
select the desired information for the Account field.

For this training example, enter "495000".

j Do not use taxable accounts in the ARBI system; always use a nontaxable

account code. Using a taxable account results in loss of revenue to the
operation because of the way tax works in this system. Discuss this with
your accounting office if clarification is needed.

Step Action
11. Enter or select the desired information for the Fund field.
For this training example, enter "0000".
12. Enter or select the desired information for the Dept field.
For this training example, enter "C1325004".
13. Enter or select the desired information for the Program field.
For this training example, enter "0".
14. Enter or select the desired information for the Class field.
For this training example, enter "0".
15. In the PC Business Unit field, enter or select the business unit that will use the
distribution code. For this training example, enter "COLUM".
16. Enter or select the desired information for the Project field.
For this training example, enter "00".
17. Leave the fields to the right of the Project field blank.
18. Click the Save button to save the information.
Changes can always be made at a later date using the Find an Existing
Value page, inserting a row, changing the data, and saving.
Step Action
19. You have successfully completed the procedure for creating a Revenue
Distribution Code.
End of Procedure.
University of Missouri Proprietary & Confidential
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Create Charge Codes

Charge Codes are used for billing any repetitive goods or services. They have predefined units of
measure, pricing, descriptions, and revenue accounts. This allows for a minimum of data entry
and greatly expedites invoice generation.

Information that defaults to an invoice from a Charge Code can be overridden for added
flexibility.

Procedure
Navigation: Set Up Financials/Supply Chain > Product Related > Billing >
Setup > Charge Code
@'J Iﬂlg “431'_Jﬂﬁ
ORACLE .
Add to Favorites
Search: Mew Windmw | Helg | f5)
®
[> My Favorites Charge Code
[ UM Applications Enter any infarmation you have and click Search. Leave fields blank for a list of all values
[~ Set Up Financials/Supply
Chain { Find an Existing Value {_Add & New Walug |
[ Common Definitions
< Product Related
= Billing Setll: Q
e — Billing Currency: | beging with || e
Billing Charge ID:| begins with v | \
" gaﬂ::‘;s Description: | hegins with « || ‘
[ Billing

[Dinclude History  []Case Sensitive
[> Customers

[> Accounts Receivahle
> WWarklist Search ‘ Clear ‘ Basic Search Save Search Citeria
I Tree Manager

[» Reporting Tools
b PeapleTools Find an Existing value | Add a Wew value

— Chande My Password
— Lty Personalizations
— bty Systern Profile

— bty Dictionary

University of Missouri Proprietary & Confidential
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Step Action

1. Click the Add a New Value tab.
[ Add a MewValue |

2. Always accept the defaults of UOFMO for the SetID field and USD for the
Billing Currency field.

3. The recommended naming convention for the Billing Charge ID (Charge Code)
is the letter representing your campus, the initials of your department, then your
code.

Note: It is important for the charge code to be somewhat standardized for ease of
use within your department. The Billing Charge ID prints on the invoice.

For this training example, enter "CASFEES" to represent Columbia Accounting
Services Fees.

4, Click the Add button.
Add

O0-0 KR ¢
ORACLE
Menu O
Search: e indow | Help | Custormnize Page | o5
(&)

b Wy Favories | Charge Code {_ Charge Cade 2

&> UM Applications

[~ Set Up Financials/Supply Setin: UOFMO Currency: usD Charge ID: CASFEES
Chain - 3
I» Commmon Definiiohs :
vzrgﬁh'gtg':*e'a‘eu ‘EffectveDate: || Status: =
= Seup : “Unit of Measwure: l:IQ List Price: l:l
3 Reclv 3 o ‘Description: | |
[ Utilities
b Banking Long Description:
[> Billing
> Customers

[> Accounts Receivable

b Workist Reveiue [ &
1> Tree Manager Distribution Code:
I Reparing Tools Tax Group: I:IQ Transaction Type:
- PeopleTonls i
— Change My Passward Transaction Sub Type:
— hiy Personalizations VAT Group: I:IQ
— My Systern Profile
— My Dictionary
& save | =] Motify Ertdd | ZZ| UndateDisplay | Z Include History
Charge Code | Charge Code 2
University of Missouri Proprietary & Confidential
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Step Action

5. The Charge Code page will appear.

Enter the first day of the current month into the Effective Date field. For this
training example, enter "12/01/2007".

6. Enter or select the desired information for the Unit of Measure field. For this
training example, enter "EA".

7. Entering a List Price is optional. You may want to do so if the price of the item is
always the same.

8. Enter the desired information into the Description field. The Description prints on
the invoice.

For this training example, enter "Student Consultations".

9. Entering a Revenue Distribution Code is optional but will save time by
populating the ChartField string also when a Charge Code is selected.

10. Do not make entries in or change the fields below the Revenue Distribution
Code field.

Click the Save button.

Changes can always be made at a later date using the Find an Existing
Value page, inserting a row, changing the data, and saving.

Step Action

11. You have successfully completed the procedure for creating a Charge Code.
End of Procedure.

University of Missouri Proprietary & Confidential
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Set Up Standard Notes

Standard Notes contain information you want to reuse. For example, you might have a Standard
Note announcing a seasonal promotion or a note to thank customers for a particularly large order.
Although you can always write a note at the time an invoice is created, this topic shows you how

to create a note that you can select when creating an invoice. This can save time if you will use
notes frequently.

In Billing, you can view notes associated with customers by clicking the Notes button that
appears beside other command buttons at the top of the panels in Bill Entry and Bill Inquiry.

Procedure

Navigation: Set Up Financials/Supply Chain > Common Definitions >
Notes > Standard Notes

-0 H@A¢
ORACLE
Meru &
Search:

®

b Wy Favorites Standard Notes
> UM Applications Enter any information you have and click Search. Leave fields blank for a list of all values
[~ Set Up Financials/Supply
Chain
= Common Definitions

[ Distribution Accounting

- Motes SetlD: UOFMO Q

Add to Favorites

Mews Window | Help | J&,

{ Find an Existing Value {__Add 5 New Walue

= isiaimilai rites Standard Note Code:| begins with v || ‘
[> Product Related
& Utilities Description: [begins with || |
> Banking :
 Billing Note Type: | begins with v | \Q

[ Customers

[> Accounts Receivahle
[> Wiarklist

[ Tree Manager Search Cleat | Basic Search Save Search Criteria
[» Reporting Tools
[» PeopleTools . o
- Chanae My Passward Find an Existing Value | Add a Mew Yalue
— Lty Personalizations
— Wiy Systern Profile

— bty Dictionary

[CJinclude History [ Case Sensitive

University of Missouri Proprietary & Confidential
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Step Action

1. Click the Add a New Value tab.
[ Add a New Value |

2. Enter or select the appropriate SetlD. For this training example, accept the default.

Enter a name into the Standard Note Code field. For this training example, enter
"THANKS1".

3. Click the Add button.
Add

0 0 RBRGL,kO e a Unas

ORALCLE
Search: Mew Wiindow | Help | Customize Page | 15,

[ Ul Applications
[~ Set Up Financials/Supply
Chain

Setll: UOFMO Standard Note Code: THAMKS1

~ Common Definitions Standard Note Description Vie
[> Distribution Accounting
= Motes ‘Effective Date: 121002007 |5 »stapus: =l
— Standard MNotes
> Product Related ‘Description: | |
[ Utilities
> Banking ‘Note Type: I:IQ
& Billing ot

> Customers

[> Accounts Receivable
[ Wiarklist

I Tree Manager

[» Reporting Tools 0
> PeopleTools Key Word "
— Change iy Passwaord ‘Documernt

— Wiy Personalizations | = I:IQ =
— My Systermn Profile

— Wiy Dictionary

Eind [view Al First 4 o 4 [ Last Find [viewall  First [ 019

[M] L act

Return to Common Definitions

& save | =] Motify Ertdd | ElupdateDisplay | 4 Include History

Step Action

4. The Standard Notes page will display.

Change the effective date to the first day of the current month. Click the Choose a
date button.

University of Missouri Proprietary & Confidential
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Step Action
5. Click the 1 link.
6. Enter the desired information into the Description field. For this training example,
enter "Thanks".
7. Enter or select the Note Type. For this training example, click the Look up Note
Type button.
[
8. Click on Standard in the Note Type column.
STAMDARD
9. Enter the desired information into the Text field. This information will print on
the invoice. Enter "Thank you for using our services".
You can enter up to 254 characters of text in the Text field. More text can
be added by inserting rows.
Step Action
10. Click the Document button.
[A]
11. Click on the Invoice link in the Document Code column.
12. Click the Save button.
Changes can always be made at a later date using the Find an Existing
Value page, inserting a row, changing the data, and saving.
Step Action
13. End of Procedure.
University of Missouri Proprietary & Confidential
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Customers

Request a New Customer or Update an Existing Customer

When a customer is not present in the system, you will need to request the customer be added
before an invoice can be created. The Customer Request Form in Microsoft Outlook needs to be
completed to make this request. The form may also be used to update customer information.

The accounting office will use the Customer Request Form to verify that a customer does not
already exist in PeopleSoft and will then use the information provided to establish a new
customer number. If additional information is required, you will be notified via e-mail. When the
customer number has been established in PeopleSoft, the Customer Request Form will be
returned via e-mail with the customer's number.

8899X XX XXX customers are not to be used except by the Office of Sponsored Programs.
Note: If a customer is tax exempt, the department should request a copy of the customer's tax

exempt certificate and send it to the accounting office to keep on file. The customer's tax 1D
number should be obtained if possible.

University of Missouri Proprietary & Confidential
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Procedure

Home Send / Receive Folder View
jj ."% 4 Ignore x 3 ﬁ $ iMeetmg (B3 Matt :?. To Manager (23 Move ~ =] Unread/Read  Find a Contact
L %= Clean Up = — = l;E?IM = (2 Team E-mail V Done f} Rules ~ E Categorize ~ [} Address Book
Eh_‘;‘;vn Itr:;":- & Junk - PEER || K Riﬂy Forward B More - |5 Reply & Delete 7 Create New = | [N onenote ¥ FollowUp = 7 Filter E-mail ~
New Delete Respond Quick Steps Fl Move Tags Find
>Fa\mntes __________________________ ‘ . search Inbox (Ctri+E) P
4 Wailbox - Levsen, Janis B 1| | | From Subject Received Size |7 |~
[ Inbox ) = Wed 1/16/2013 2:06 PM 13 KB
(27 Drafts [20] =] Woed 1/16/2013 1:56 PM 34 KB
[ Sent tems b=d Wed 1/16/20131:33 PM 12 KB
> @ Deleted Items (103) y_\a Tue1/15/2013 1:00 PM 16 KB
P G s =) Tue 1/15/201311:24 AM 14 KB =
[g Junk E-mail =% Tue 1/15/201311:09 AM 19 KB
> [ Managed Folders = Tue 1/15/2013 11:05 AM 145 KB
(3 Outbox & Tue1/15/2013 10:32 AM 143 KB
> l@ RSS Feeds =] Mon 1/14/2013 T:11 PM & MB
> L3 Search Folders =1 Mon 1/14/2013 6:46 PM 2 MB
b Archive Folders v_\g a Mon 1/14/2013 6:07 PM 867 KB
. (=] Mon 1/14/2013 5:26 PM 11 KB
> Archive Folders
(=] Mon 1/14/2013 3:11 PM 7 KB
" Smart View y_% Mon 1/14/2013 2:42 PM 149 KB
(=] Mon 1/14/2013 11:48 AM 65 KB
[=NU) Mon 1/14/2013 9:50 AM 1 MB
(=] Mon 1/14/2013 9:15 AM 125 KB
(=] Mon 1/14/2013 §:48 AM 125 KB
'—\G Sun1/13/20139:28 PM 19 KB
=] Fri 1/11/2013 3:24 PM 26 KB
=] Fri 1/11/2013 1:10 PM 13 KB
(=] Thu 1/10/20133:35 P 298 KB
(=] Thu 1/10/201312:25 PM 110 KB
= Mail =Y Thu 1/10/201312:15 PM 13 KB
y_% Thu 1/10/2013 10:03 AM 14 KB
ﬁ Calendar = Wed 1/9/2013 9:26 AM 40 KB
| Foldertist =Y Wed1/9/20138:38 AM 10 KB
'—\G Fri 1/4/2013 11:17 AM 16 KB
T =Y Thu 1/3/2013 3:24 PM 11 KB "
Items: 87  Unread: 3 All folders are up to date. [ii] Connected to Microsoft Exchange | [0 EJ 100%
Step Action
1. From Microsoft Outlook, you will need to create a message using the Customer

i

MNew
Items -

Request Form.

On the Home tab, click the New Items button.

University of Missouri

Division of Information Technology

Proprietary & Confidential

Page 13




Training Guide
UMSYS FS 9.0 Accounts Receivable and Billing

Home Send /Receive Folder View
i ‘AIgnure x ‘__2 e E ¢ _% EaMeeting .,5 Matt E; To Manager E Maove ~ f=d Unread/Read  Find a Contact
Clean Up = m - 31 Team E-mail Done Rules ~ r Categorize ~ Address Book
N Delet Reply Reply Fi d o=
ew elete e e arwart
E-mail & Junk - G AT|y B More » | |3 Reply & Delete 7 Create New 7| NloneNote ¥ FollowUp~ | W Filter E-mail =
NS 53 E-mail Message Respond Quick Steps = Move Tags Find
[ Faw: i
= fppointment [search mbax (ctri<E) P
Meetin,
4 Wail G Meeting | 5| 1 @] From Subject |Received 7 Size lcjw |«
o &g Centadt =] Wed 1/16/2013 2:53 PM 18 KB
7 @ Task =] Wed 1/16/2013 2:51 PM 18 KB
= |19 Text Message (SMS) =] Wed 1/16/2013 2:43 PM 21 KB
& E-mail Message Using » b=d Wed 1/16/2013 240 PM 18 KB L
Ea More Items N =] . Wed 1/16/2013 2:36 PM 15 KB
@W_ (=] Wed 1/16/2013 .08 PM 13 KB
» Cz) Managed Folders =] Wed 1/16/2013 156 PM 34 KB
[ Outbox =] Wed 1/16/2013 1:33PM 12 KB

Action

Click the More Items menu.

More Items

]

Home Send / Receive

Folder View

i Ignore x ; *2 . E . *E Bl Meeting 23 watt (% To Manager (X3 Move (=] Unread/Read  Find a Contact
Clean Up ~ M- 3 Team E-mail Done Rules ~ Categorize ~ [} Address Book
=L}
New Delete Reply Reply Forward
E-mail & Junk - Gl LA By More - | | Reply & Delete "7 Create New = Nonenote ¥ FollowUp = | 7 Filter E-mail ~
NS 53 E-mail Message Respond Quick Steps = Move Tags Find
[> Favs i
2 Appointment [search inbox (ctri-F) 2|
Meetin
4 Mail B Meting | 4| 1 | From Subject |Received ™ Size [FA=
[ 84 Contad = Wed 1/16/2013 2:56 PM 61 KB
7 ® Ik =] Wed 1/16/2013 2:56 PM 92 KB
[ 59 Text Message (5M1] =] Wed 1/16/2013 2:53 PM 18 KB
b @ E-mail Message Using =] Wed 1/16/2013 2:51 PM 18 KB L
Wed 1/16/2013 2:43 PM 21 KB
o | More [tems b %) PostinThis Folder
g TomcEmn = Wed 1/16/2013 240 PM 13 KB
@ Contact Group Wed 1/16/2013 2:36 PM 15 KB
©» 3] Managed Folders .
[ Outbox 38 TaskReguest Wed 1/16/2013 208 PM 13 KB
b [ Rss Feeds 8 Journal Entry Wed 1/16/2013 1:56 PM 34 KB
(3 E;j Search Folders ] Note ‘Wed 1/16/20131:33 PM 12 KB
Tue 1/15/20131:00 PM 16 KB
> Archive Folders @3 Intemet Fax pet
© Arehine Fold Tue1/15/201311:24 AM 14 KB
rchive Folders ==
== Choose Form.. Tue 1/15/2013 11:09 AM 19 KB
I Smart View @} Choose InfoPath Form... Tue 1/15/2013 11:05 AM 145 KB
£ Outiook Data File Tue1/15/201310:32 AM 143 KB
g Man 1/14/2013 T:11 PM 6 MB
= Man 1/14/2013 6:46 PM 2 MB
=Y Man 1/14/2013 6:07 PM 867 KB
= Man1/14/2013 5:26 PM 11 KB

Step Action

Click the Choose Form... menu.

Choose Form...

University of Missouri
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_ﬂ| *j = Inbox - Mailbox - Levsen, Janis - Microsoft Outlook ‘ = = J
: Home Send / Receive Folder View (=) o
j. “I%-; T 1gnore x ) \g .% (8], Meeting (23 matt % To Manager [}3 Move~ [ Unread/Read Find a Contact
L #= Clean Up ~ ¢ = - & Team E-mail « Done 5 Rules - Categorize - | [ Address Book
New  New Delete Reply Reply Forward
Emall Temse | & unk - Gl LR I More » | | Reply & Delete "7 Create New = | M oneNote W FollowUp~ 7 Filter E-mail =
New Delete Respond Quick Steps ] Move Tags Find
b Favorites <
_____________________________________________ £
4 Mailbox - Levsen, Janis B |1 i |Re(e\ved Size C.% &
~ Wed 1/16/2013 3:00 PM 95 KB
HIE) Look In: |Organizational Forms Library
[ Drafts [20] Wed 1/16/2013 2:56 PM 61 KB
[ sent ems ExShortcut S&T OSP Absence Reque| ||| Wed 1/16/2013 2:56 PM 92 KB
[+ ’E) Deleted Items [108) HPA-Medicaid Biling Follow Up Inguiry SCL Extension Form Wed 1/16/2013 2:53 PM 18 KB L
HPA-Medicaid EBiling Follow Up Reply Send Page Wed 1/16/2013 2:51 PM 18 KB =
L3 Conversation History MU CDS Marketing Request UM Billing Request Form -
[@ Junk E-mail MU EXT PRLL-AAR UM Customer Request Fi Wed 1/16/2013 2:43 PM 21 KB
== MU EXT PRLL-AAR2004 UM External Org Mainter| Wed 1/16/2013 2:40 PM 18 KB
> L Managed Folders MU EXT PRLL-AAR2005 UM New Chartfieid Requl I\ 1013 236 oM 15 kB
L= Outbox MU EXT PRLL-AAR 2006 UM P&TS Vacation Reque
> [ RSS Feeds MU Grad Absence Request UM PCard AC-Editor Acc) Wed 1/16/2013 2:08 PM 13 KB
> [ Search Folders MU PErsDnnE: Action Form EITEtrnnic Request UM PCarS C?ntel\ah’nn Fi Wed 1/16/2013 1:56 PM 34 KB
MU Personnel Action Form, Electronic Request UM PCard Change Form .
> Archive Folders Outlook Security UM Request to Delay AR pREE LG SRRy 12 kB
e i Tue 1/15/2013 10O PM 16 KB
> Archive Folders
Tue 1/15/2013 11:24 AM 14 KB
v smart View Display name: | ExShortcut Tue 1/15/2013 11:09 AM 19 KB
Tue 1/15/2013 11:05 AM 145 KB
Tue 1/15/2013 10:32 AM 143 KB
Mon 1/14/2013 7:11 PM & ME
Mon 1/14/2013 6:46 PM 2 ME
Mon 1/14/2013 6:07 PM 867 KB
b=d Mon 1/14/2013 5:26 PM 11 KB
= Mon 1/14/2013 3:11 PM T KB
,_& Mon 1/14/2013 2:42 PM 149 KB
= Mon 1/14/2013 11:48 AM 85 KB
[~ Mail =Y Mon 1/14/2013 9:50 AM 1 MB
= Mon 1/14/2013 9:15 AM 125 KB
4] Calendar
b=d Mon 1/14/2013 8:48 AM 125 KB
Folder List ,_& Sun1/13/2013 9:28 PM 19 KB
b=d Fri1/11/2013 3:24 PM 26 KB
- 4 Fri 1/11/2013 1:10 PM 13 KB k
Items: 95  Unread: 10 ‘ All folders are up to date, onnected to Microsoft Exchange | M EZ 100%

4.

Ensure Organizational Forms Library is selected in the Look In field.

Scroll to find the UM Customer Request Form. Click the right scroll button to
scroll to the right.

University of Missouri

Division of Information Technology
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,g]l Inbox - Mailbox - Levsen, Janis - Microsoft Outlook ‘ = = J
File. Home Send / Receive Folder View a @
.] "I% 1% Ignore x 3 \g ;} ﬁmeeting 23 Matt () To Manager (23 Move = f=d Unread/Read  Find a Contact
L #= Clean Up ~ ¢ = m - 3 Team E-mail « Done S rutes - BE categorize - [40 Address Book
New  New Delete Reply Reply Forward
Emall Temse | & unk - Gl LR B More » | | Reply & Delete "7 Create New = | (W oneNote W FollowUp~ 7 Filter E-mail =
New Delete Respond Quick Steps ] Mave Tags Find
b Favorites <
P
4 Mailbox - Levsen, Janis | Received Size C.% &
= | Wed 1/16/2013 3:02 PM 10 KB
-~ [ aton ] LookIn: |Organizational Forms Library
[/ Drafts [20] Wed 1/16/2013 3:00 PM 95 KB
[3 sent items S&T 0OSP Absence Request UM Show Me Shopper Or Wed 1/16/2013 2:56 PM 61 KB
[+ ’E) Deleted Items [108) SCL Extension Form UMC Accounting Internal Wed 1/16/2013 2:56 PM 92 KB O
Send Page UMC Budget Office Purd Wed 1/16/2013 2:53 PM 18 KB T
L3 Conversation Histary UM Biling Request Form UMC CDS Maintenance R| B
[@ Junk E-mail UM Customer Request Form UMC CDS Maintenance R| Wed 1/16/2013 2:51 PM 18 KB
b LB Managed Folders UM External Org Maintenance Request UMC COB Printing Reque Wed 1/16/2013 2:43 PM 21 KB
= UM Mew Chartfield Request. UMC Computing Sites Ca| Wed 1/16/2013 240 PM 13 KB
L= Outbox UM P&TS Vacation Request Form UMC DolT VASST Test Fe ’
[+ l RSS Feeds UM PCard AO-Editor Access Form UMC Expiring Warranties Wed 1/16/2013 2:36 PM 15 KB
b [ Search Folders UM PCarj CEHEE\Iah’un Form UMC JOUR Room Resery Wed 1/16/2013 2:08 PM 13 KB
UM PCard Change Form UMC PROVOST CAPS-Ste| .
 Archive Folders UM Request to Delay AR Virite-Off UMC PROVOST Caps-st| [Ilf Wed 1/16/2013 1:36 P 34 KB
4 [t b Wed 1/16/2013 1:33 PM 12 KB
> Archive Folders
Tue1/15/20131:00 PM 16 KB
v smart View Display name: | ExShorteut Tue 1/15/2013 11:24 AM 14 KB
Tue 1/15/2013 11:09 AM 19 KB
Tue1/15/2013 11:05 AM 145 KB
Tue 1/15/2013 10:32 AM 143 KB
Mon 1/14/2013 T:11 PM & ME
Mon 1/14/2013 &:46 PM 2 MB
,_?‘ Mon 1/14/2013 6:07 PM 867 KB
= Mon 1/14/2013 5:26 PM 11 KB
b=d Mon 1/14/2013 3:11 PM 7 KB
,_% Mon 1/14/2013 2:42 PM 149 KB
[~ Mail = Mon 1/14/2013 11:48 AM 65 KB
1 ,_% Mon 1/14/2013 9:50 AM 1 MB
4] Calendar
b=d Mon 1/14/2013 9:15 AM 125 KB
Folder List b= Mon 1/14/2013 5:48 AM 125 KB
,_& 5un1/13/20139:28 PM 19 KB
- | Fri 1/11/2013 3:24 PM 26 KB k
Items: 96  Unread: 11 ‘ All folders are up to date, E] Connected to Microsoft Exchange | M EE 100%

5. Click the UM Customer Request Form list item.
| UM Customer Request Form |

6. Click the Open button.
o ]

Proprietary & Confidential
Division of Information Technology

University of Missouri
Page 16




Training Guide
UMSYS FS 9.0 Accounts Receivable and Billing

BIEIE Inbox - Mailbox - Levsen, Janis - Microsoft Outlook =TEl =]
File, -~ N o
(o S e T e VY ) ©
i UM Customer Request Form Insert Options Format Text Review ~ 7 )
Mew ' Cut s v [ em  s— @ > ¥ Follow Up ~
E-mail =1 " @ A A =iz “ g‘gﬂ %J | J“D P
Ne E3 copy ¥ High Importance
Send | Paste ) . B 7 U |#®. A-|= = = | 4= = | Address Check | Aftach Aftach Signature
b Favol = J Format Painte - Book MNames File Iem~ § LowImportance
___________ Send Clipboard F] Basic Text MNames Include Tags w | Zoom »
4 Mail To... | -~
B 4
i Cc...
L
=] | subject: |C||stamer Request Form
> fal CUSTOMER REQUEST FORM =
[ THE UNIVERSITY OF MISSOURI
P a PEOPLESOFT ACCOUNTS RECEIVABLE SYSTEM
I
b L2
3 ™ Mew Customer I Update Customer Customer Number
I
s Customer Name:l
- Lo
Short MName {update only):
> Archi
Vendor ID (if applicable):
= Archi
> Sma
Customer Billing Address: This Address Receives:
Description (update only): | ™ Invoice
Street (ine 1): | I™ Statements
Street (ine 2): | I~ Both
Street (ine 3): |
Country: [
City: |
‘j State:
ﬂ Fin Coda: hd
7 Click on a photo to see social network updates and email messages from this person. Falhd
Connect to social networks to show profile photos and activity updates of your colleagues in Outlock. Click here to add networks, x
-
ITtems: 5

The Customer Request Form will display.
Complete the form and send the email to UMCACCTGACCTREC@missouri.edu.
The Columbia Accounting Office creates the customer and will send you an email

message providing the new customer number or informing you that the update has
been made.

You have successfully completed the procedure to request a new customer or update
an existing customer.
End of Procedure.

University of Missouri Proprietary & Confidential
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Customer Naming Convention Rules for Name/Address Info

Departments need to be familiar with the naming convention rules in this section to find
customers in the system.

The following contains standards for naming conventions used in the name and address fields
necessary for the Customer conversion to PeopleSoft AR/BI module. The intent of these
standards is to ensure that all converted customers and eventually new ones follow the same basic
guidelines for naming conventions.

1. AIll CAPS will be used for names and addresses. PeopleSoft is case sensitive.

2. Searching on the customer’s long name is case sensitive; use all CAPS.

3. All Attention To’s for individual names should be set up in the customer Contact panel
for the BILL TO Primary address. They will default when you create an invoice. It will
print with the address on the invoice.

4. When entering an individual’s name as a customer, follow the PeopleSoft standard of
Last Name,First Name Middle Name or Initial (if middle name or initial is known). If
only initials are provided for a first and middle name, they should be entered together,
e.g.,

a. SMITH,LAURA SUE
b. SMITH,LAURA S

c. SMITH,L SUE

d. SMITH,LS

5. No titles on individual’s names, e.g., Mr, Mrs, Ms, Miss, Dr, Prof.

6. No punctuation except when entering the comma between the Last and First name of an
individual. Replace hyphens with spaces. All other punctuation should just be eliminated.

7. No spaces between initials, e.g., ABC DISTRIBUTING or PO BOX.

8. No acronyms.

9. Do not begin a customer’s name with “a,” “an,” or “the.”

10. Use the two-letter postal abbreviation for states listed in the Customer’s Name.

11. If a customer’s name will not fit within the 40-character PeopleSoft field, use the next
line of the name field. (It is important if you have overflow to fill the first line up to 40
characters for search purposes in PS.)

12. If a company has a department or division, etc., that needs to be referenced, it should be
made part of the name on the first name line up to 40 characters with overflow on the
second name line. (It is important if you have overflow to fill the first line up to 40
characters for search purposes.)

University of Missouri Proprietary & Confidential
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13.

14.

15.

16.

17.

18.

19.

20.

Customer short name should be the first 10 characters (no spaces) of a customer’s long
name. If that short name has already been used, adjust the last characters.

Location Description on the Address Panel should be the City and the first line of the
address (as much as possible).

If both a PO Box and a Street Address are provided, put the Street Address in the First
Address line and the PO Box in the Second Address Line.

Use the following abbreviations for secondary address unit designators:

Apartment: APT Unit: UNIT
Building: BLDG Room: RM
Floor: FL Department: DEPT
Suite: STE

Abbreviate directionals with N, S, E, W, NE, NW, SE, or SW, unless the directional is
the primary street name, e.g., NORTH AVE.

Enter Rural Route addresses with the letters RR and do not use the words Rural, Number,
No., or #, e.g., RR 2 BOX 152.

Use the following abbreviations for suffixes:

Avenue: AVE Highway: HWY
Boulevard: BLVD Parkway(s): PKWY
Circle: CIR Place: PL
Court: CT Road: RD
Drive: DR Street: ST
Freeway: FWY Terrace: TER

City names should be spelled out in their entirety. However, if the name will not fit
within the 30-character field provided by PeopleSoft, directionals within the name may
be abbreviated.

University of Missouri Proprietary & Confidential
Division of Information Technology Page 19
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21. Some customers are external to the University, but have an address that can be delivered
by campus mail or by courier. In order for Campus Mail Services to sort them they need
to be easily identifiable. All customers with these types of addresses at UMR, UMSL,
and UMKC should say COURIER in the last address line of the Address with a
DESIGNATION for the Campus. For example “COURIER KC.” (See the example in
the screenshot below.) There is no need to put the city, state, or zip in the address. Since
everything will print in Columbia, other campuses will have to say “COURIER.”
Columbia customers will say "CAMPUS MAIL."

General 1 I General 2 | General 3 Address |
SetlD: UOFMC Customer: WEXT MED STUDENTS ASSOC
=7
Location: 1 Descr: |KANSAS CITY 1025 CONNALLY [ Ship To Address
" Correspondence Address " Bill To Address =/ Sold To Address
Eff Date: 05/2242002 Status: IActwe - Language Code: IEngIlsh -
Country: USA +|  United States Tax Code: | |
Address 1: 1026 CONNALLY Alternate Names
Address 2: | :
Address 8- [COURIER KC
City: | I In City Limit
County: | Postal: I
State: j _I _I
University of Missouri Proprietary & Confidential
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22. The following are common words used in customer names. For consistency, the standard
abbreviations for these words should be used even if space is not an issue. These are the
only words to be abbreviated. All other words must be spelled out. *These abbreviations
have been added for AR/BI.

Administration ADMN Incorporated INC
*Academy ACAD *Independent INDEP
Agriculture AG Information INFO
American AMER Institute INST
Associate(s) ASSOC International INTL
Association ASSN Kansas City KC
Biology(ical) BIO Laboratory LAB
Building BLDG Library LIB
*Bureau BUR Limited LTD
Center CTR Management MGMT
Chemistry (ical) CHEM Manufacturing MFG
Columbia COL Marketing MKTG
Commission COMM Medical MED
Company Cco *Memorial MEM
Cooperative COOP National NATL
Corporation CORP Nutritional NUTR
County CTY Production PROD
Department(al) DEPT Professional PRO
Development(al) DEV *Protection PROT
Diagnostic DIAG Psychology PSYCH
District DIST Publication/Publishing PUB
Division(al) DIV *Region(al) REG
Economic ECON Rehabilitation REHAB
Education EDUC *Resource(s) RES
*Elementary ELEM *Saint ST
Employment EMPL Saint Louis STL
Engineer(ing) ENGR Science(s) SCI
Environment(al) ENV *Secondary SEC
Equipment EQUIP Service(s) SVC
Executive EXEC Society SOC
Extension EXT *State ST
Federal/Federated FED System(s) SYS
Foundation FNDTN Technical(ology) TECH
General GEN United States us
Government GOVT University UNIV
Hospital HOSP *Veteran’s Administration VA
Veterinary(ian) VET
*Volunteer VOL
NEW ADDITION:
*Litigation LITI
University of Missouri Proprietary & Confidential
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23. Use the two-letter postal abbreviation for states in the State field.

Alaska AK Montana MT
Alabama AL North Carolina NC
Arkansas AR North Dakota ND
American Samoa AS Nebraska NE
Arizona AZ New Hampshire NH
California CA New Jersey NJ
Colorado CO New Mexico NM
Connecticut CT Nevada NV
District of Columbia DC New York NY
Delaware DE Ohio OH
Florida FL Oklahoma OK
Georgia GA Oregon OR
Guam GU Pennsylvania PA
Hawaii HI Puerto Rico PR
lowa 1A Rhode Island RI
Idaho ID South Carolina SC
Illinois IL South Dakota SD
Indiana IN Tennessee TN
Kansas KS Texas ™X
Kentucky KY Utah uT
Louisiana LA Virginia VA
Massachusetts MA Virgin Islands VI
Maryland MD Vermont VT
Maine ME Washington WA
Michigan MI Wisconsin wi
Minnesota MN West Virginia wv
Missouri MO Wyoming wy
Mississippi MS

24. The zip code should be entered as zip+4 if the additional four digits are known. When
using the additional four digits, a hyphen should be used, e.g., 12345-1234.

University of Missouri Proprietary & Confidential
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Entering Bills

When a service or product is provided by the University to another organization, a bill/invoice
must be entered into the PeopleSoft Billing Module by the department. Once the entry is made, it
will be run through a daily process of edit and budget checking. If the process is without error, an
invoice will be generated and mailed out from a central location.

Understanding the Billing Page Series

Procedure

Step Action

1. The Bill Entry module consists of many pages and options. A shortcut "Page
Series" has been set up to access only the pages that our University will be using
to create invoices.
In the lower right of each page in the Bill Entry series, you will see a Page Series
box that allows you to access pages in a specific order.
Pages that you will be using to create an invoice are in a series that can be
accessed by clicking "Next." To access a previous page, click "Prev."

University of Missouri Proprietary & Confidential

Division of Information Technology Page 23




Training Guide
UMSYS FS 9.0 Accounts Receivable and Billing

Q-O KRA¢

ORACLE
Meru &

Search:

[> My Favarites
> UM Applications

I Set Up Financials/Supply

Chain

[> Banking

[ Billing

[» Interface Transactions
= Maintain Bills

ndard Billing

[ Header -Info 1 \_Line-Infoi

Add to Favorites

M Window | Help | Custornize Pare | 5,

Unit:  UMSYS  Invoice: MEXT Pretax Amt: 0.000
¥
Status: Q Invoice Date: |12/14/2007 | curr: L
I:IQ |:|Q Installment Bill Schedule
“Type: Source: ‘Frequency: Recurring Bill Schedule
*C ' QU address SubCusti:
SubCust2:

- urting Bill Schedules
— Create Consolidated

cle ID: nveice Form: rom Date: o Date:
— Eiachrand Detach Bills Cycte 1D A ‘iolceF < Frompat & 7o pa B
— Copy Single Bill Pay Terms: l:IQ Pay Method: & & Remit To: l:IQ Bank Account: l:IQ
— Adjust Entire Bill Accounting .
e hecowtm | |5 Accou: L& aposmote
Lines
- Bil Surnmary saes: || Bl nquiy Phone: | <%
— Lorrect Entry Thoe = " i .
b G;?arrr:tcet Ec;cgs - creaw: A [ Collect: mA o e [ & Biling Awthorfry: @
I Locate Bills Goto: Headerinfod Address CopyAddress  Motes  Express Entry
[> Review Billing Infarmation . K
I Review Processing Summary  Bill Search  Line Search Navigation: ‘ Header - Info 1 v| Prev  Mext
Results
[ Customers Return to Billing
[ A ts Receivahl
D V\ﬁgmgf srelvane B save | [=]motity | L Refresh B UpdateDisplay

[» Tree Manager

[» Reporting Tools

[ PeopleTools

— Chande My Password
— Lty Personalizations
— bty Systern Profile

— bty Dictionary

Header - Info 1 | Line - Infa 1

Step Action

2. Parts of an Invoice
An invoice has two parts: a header and lines. The header includes information that

pertains to the entire bill, and line information pertains to the specific items that
have been purchased.

Header Data
Bill header data pages include the following four pages (in order of page series

setup):
1. Header - Info 1 - Enables you to record bill type, customer, and the billing

operation

Proprietary & Confidential
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T\

C-© HNRAG LY
ORACLE'

T © 2

Search:

®

[> My Favarites

Header-Info 1§ Address Info ' Line-Infa{ |

b ﬁl'Jﬂ-ﬁ

W -
."r: [

Home

Sign out

M Window | Help | Custornize Pare | 5,

> UM Applications

[> Accounts Receivahle
[> Wiarklist

[» Tree Manager

[» Reporting Tools

[» PeopleTools

— Chande Wy Password
— Lty Personalizations
— Wiy Systern Profile

— bty Dictionary

Header - Info 1 | Address Info | Line - Info 1

[» Set Up Financials/Supply Unit: LIMSYS Bill To: 110000 Pretax Amit: 0.00 USD
Chauj Invoice: MEXT BARTOM SCHOOL DIST
[> Banking
[ Billing Attention To: l:IQ Name: ‘
[» Interface Transactions
= haintain Bills *Location: Q # of Copies: “Invoice Media: EQ Language Code:  ENG
— Standz
— Recurring Bill Schedules Country: usA United States
— Create Consolidated Address 1 200 PLAMTERS DR
Header Address 2
— Aftach and Detach Bills
~ Copy Single Aill Address 3
— Adjust Entire Bill
— Adjust Selected Bill City: BARTOMN
Lines .
— Bill Sumrmary County: Fostal B5583-2266
— Correct Entry Type State: Mo Missour
[» Generate Invoices
[: Locate Bills Goto: Headerinfo 2 Address  Copy Address  Motes Express Entry
b Review Billing Information Summary  Bill Search  Line Search igation: | Address Info b’ Mext
[> Review Processing o Navigation: | Prev  Mext
*cusams Wove | oty | b pefesh L]

Step Action

the location code, if necessary

2. Address Info - Enables you to review mailing address information and change

University of Missouri
Division of Information Technology
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Q-0 M¥[R

629

tO 3% B Jld B3 m-~

ORACLE
Meru B

Search:

®

[> My Favarites
> UM Applications
[» Set Up Financials/Supply
Chain
[> Banking
[ Billing
[» Interface Transactions
= Maintain Bills
Standard Billing
— Recuring Bill Schedules
— Create Consolidated
Header
— Aftach and Detach Bills
— Copy Single Bill
— Adjust Entire Bill
— Adjust Selected Bil
Lines
~ Bill Surnrnary
— Correct Entry Type
[» Generate Invoices
[> Locate Bills
[ Review Billing Information
[» Review Processing
Results
[ Customers
[> Accounts Receivahle
[ Wiarklist
[» Tree Manager
[» Reporting Tools
[ PeopleTools
— Chande My Password
— Lty Personalizations
— bty Systern Profile
— bty Dictionary

Home Sign out

M Window | Help | Custornize Pare | 5,

/ Header-Info 1 Y Line-Info 1} Header - Note

Unit:
Ivoice:

Bill To:

LIMSYS
MNEXT

Bill Header Notes

110000 Pretax Amt:
BARTOMN SCHOOL DIST

0oo uso
Custamet Motes

THAMK ¥OU Q) EE
STAMDARD |Q

Standard Note Type

Standard Note Flag
[CJinternal Only Flag

Std Note:
Note Type:

Note Text:

Thank You for allowing us to be able to serve you. Please feel free to call anytime

Goto Headerlnfo 2  Address — Copy Address

Line Search

Motes Express Entry

Header - Naote

Summary  Bill Search v|| prev mes

S Update Display

Navigation:

B Save | [=] Motify

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

4 Refresh

Step

Action

4. 3. Header - Note - Enables you to add internal notes or notes to be printed on the

invoice that pertains to the entire bill

University of Missouri
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C-0 MRAG LP¥Fe 3% @ Ji3 e

ORACLE _
Home Sign out
Search: Mew Window | Help | Custormize Page | 5]
- ]®

[> My Favarites
> UM Applications

Header-Info 1} Header - Service Infe % Line-Info 1

b Set Up Financials/supply Unit:  UMSYS Bill To: 110000 Pretax Amit: 0.00 USD
Chaln Invoice: MNEXT BARTOM SCHOOL DIST
[> Banking
= Billing
I» Interface Transactions ) | |
= Wairtain Bills PO
= Rcrrm Bill Schedules Contract | |Q
— Recurring Bill Sehedules
- Create Consalidated Contract Date: l:l@
Header
— Aftach and Detach Bills Contract Type: l:l
— Copy Single Bill
- Adiust Entire Bill Service C : Q Service Address Num: |:|Q
— Adjust Selected Bill
Lines
— Bill Summary

— Correct Entry Type
[» Generate Invoices
[: Locate Bills Goto: Headerinfo 2 Address  Copy Address  Motes Express Entry
[ Review Billing Information
[» Review Processing

b CURSIEDSHL'I]ES B Save | [=]Motity | s Refresh [ErAdd Update/Display
[> Accounts Receivahle
[> Wiarklist

[» Tree Manager

[» Reporting Tools

[» PeopleTools

— Chande Wy Password
— Lty Personalizations
— Wiy Systern Profile

— bty Dictionary

Summary  Bill Search  Line Search Navigation: | Header - Senvice Info v| Prev Mex

Header - Info 1 | Header - Senice Info | Line - Info 1

Step Action

5. 4. Header - Service Info - Enables you to enter a customer's PO number if you
have one
University of Missouri Proprietary & Confidential
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Q-O KRA¢

ORACLE’ - -
Home ‘yiorklist Add to Favorites Sign out
SIS M Window | Help | Custornize Pare | 5,
b My Favorites Header-Infa 1§ Line -Info 1

> UM Applications

1> Set Up Financials/Supply Unit: UmSYS Bill To: 110000 Pretax Amt; 0.00 UsD
Chain Invoice: MEXT parToMScHOoOL (= B maxRows: [EES

[> Banking DIST

== Billing s "
 Intetface Transactions ne Firat (4] 1 o 1 [ Last
= Maintain Bills Seq Line Table  Identifier Description Net Extended =

ard Billing ’ l:l l:IQ | ‘O\ ‘ | 0.0o

— Recurting Bill Schedules

el | ey L] tewe Fo R Eaccomme

Header

~ pitach and Dietach Bills vom: [ a FomDate: | |60  Thoughbate: [ &
B N _
o e [ ] o [ e

— Adjust Entire Bill
— Adjust Selected Bil Gross Extended: Exempt Cen:| |Q
Lines

~ Bill Surnrnary i .

— Comect Entry Teae Less Discount: 0.00
[» Generate Invoices Plus Surcharge: n.00
[> Locate Bills
[» Review Billing Information .
I Review Processing Met Extended: 0.oo

Results VAT Amount; 0.00
[ Customers
> Accounts Receivahle Tax Amount: 0.00
[ Wiarklist

[ Tree Manager Net Plus Tax; 0.00
[» Reporting Tools

[» PeapleTools Goto: Linelnfo2? Tax  Accounting  DiscountSurcharge Motes  Express Entry
[~ Chanoe My Password
— htv Personalizations Summary
— bty Systern Profile
— bty Dictionary

Bill Search  Line Search Navigation: | Line - Info 1 v|

|'U
o
=
=
I
=

B save | [=lwctity | s Refresh Eradd UpdlateDisplay

Header - Infia 1 | Line - Info 1

Step Action

6. Line Data
Bill line data pages include the following three pages (in order of page series
setup):

1. Line - Info 1 - Enables you to record required charge information such as
product, quantity, and price

University of Missouri Proprietary & Confidential
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QO O KRG LY

t® 2% =i 3

W -
."r: [

ORACLE
Meru &

Search:

®

[> My Favarites
> UM Applications
[» Set Up Financials/Supply
Chain
[> Banking
[ Billing
[» Interface Transactions
= Maintain Bills
— Stand: E
— Recuring Bill Schedules
— Create Consolidated
Header
— Aftach and Detach Bills
— Copy Single Bill
— Adjust Entire Bill
— Adjust Selected Bil
Lines
~ Bill Surnrnary
— Correct Entry Type
[» Generate Invoices
[> Locate Bills
[ Review Billing Information
[» Review Processing
Results
[ Customers
[> Accounts Receivahle
[> Wiarklist
[» Tree Manager
[» Reporting Tools
[» PeopleTools
— Chande Wy Password
— Lty Personalizations
— Wiy Systern Profile

Headet - Infio 1 | Line - Info 1 | Accty - Rev Distribution

— bty Dictionary

Home

Sign out

Mew Window | Help | Custormize Page | 5]

J/ Header-Info 1 Y Line-Info 1} Accty - Rev Distribution

Unit:  UMSYS Bill To: 170000 Pretax Amit: 1494 USD
Ivoice:  NENT S.IL\SRTTON scHooL & E MaxRews: B =
Bill Line
Seq Line Identifier Description Net Extended
1 ARC10302 MRT B-MAMUAL INTERP-LEVEL 182 1284

Bl Greates GL Acct Entries
Bill Line Distribution - Revenue

Code

Account Fund Dept Program Class Project Percentage Amount
[=] [ckoseaao00 | (4300002 [0410]Q [c1820031|@ [0 |@ [acoi13 | (oo |e [ 1o000] |
Percent: 100,00 Amount: 4494 Gross Extended: 44,94
Gota: Linelinfo2  Tax Accounting  Discount/Surcharge  Motes Express Eniry
Summary  Bill Search  Line Search Navigation: | Acctg - Rew Distribution hd Prev [Mext
B save | [=]nctity | s Refrash

Step Action

2. Acctg - Rev Distribution - Enables you to specify general ledger account
distribution information for each bill line

University of Missouri
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O-0 RO LPHe 2% @ -Jdd

ORACLE
Meru &

Search:

®

[> My Favarites
> UM Applications
[» Set Up Financials/Supply
Chain
[> Banking
[ Billing
[» Interface Transactions
= Maintain Bills
Standard Billing
— Recuring Bill Schedules
— Create Consolidated
Header
— Aftach and Detach Bills
— Copy Single Bill
— Adjust Entire Bill
— Adjust Selected Bil
Lines
~ Bill Surnrnary
— Correct Entry Type
[» Generate Invoices
[> Locate Bills
[ Review Billing Information
[» Review Processing
Results
[ Customers
[> Accounts Receivahle
[ Wiarklist
[» Tree Manager
[» Reporting Tools
[ PeopleTools
— Chande My Password
— Lty Personalizations
— bty Systern Profile
— bty Dictionary

Home Sign out

Mew Window | Help | Custormize Page | 5]

/ Header-Info 1 Y Line-Info 1} Line - Note |

Unit: LIMSYS Bill To: 110000 Pretax Amt: 4494 USD
Invoice:  NEXKT parTonscHooL = B maxrows: | 25 B =
DIST
First [4] 1 or 1 [ Last
Seq  Line  Identifier Description Net Extended
1 ARC10302 MRET B-MAMUAL INTERP-LEVEL 1&2 4494
[Istandard Note Flag Std Note: I:lQ =
[CJinternal Only Flag Note Type: I:lq
Note Text

Goto Linelnfo3 Tax  Accounting  Discount@urcharge  Motes Express Entry
Summary  Bill Search  Line Search Navigation: | Line - Mote V| Prev Mext

& Save | [=]Wotify | s Refresh [Es Add Upclate/Display

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

Step Action

8. 3. Line - Note - Enables you to add internal or printed notes for each item that is

billed
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University of Missouri

INVOICE
Page: 1
Invoice No: INV0047920
Invoice Date: 10/21/2004
Customer Number: 4000
P.O. Number
Customer: Payment Terms: Net 30
Due Date: 11/20/2004
MO OFFICE OF ADMN INFO SVC Federal Id Number: 43-6004000
RM 280 TRUMAN BLDG
JEFFERSON CITY MO 65101 AMOUNT DUE: 7s0.00 USD
For billing questions, please callMorenet
Line Adj Identifier Description Quantity uoMm Unit Amt Net Amount
MOREnst training for attendess
1 MNF INSTF TRG Internal Staff Training 5.00 EA 150.00 750.00
6/28/04 Basic Troubleshooting Techniques
6/29/04 Networking 101
6/30/04 Configuring TCP/IP
7/1/04 Introduction to Wireless LANs
7/1/04 Bridging, Switching & Routing
SUBTOTAL: 750.00
\ TOTAL AMOUNT DUE : 750.00

PLEASE DETACH THIS BOTTOM PORTION AND RETURNWITH YOUR PAYMENT IN THE ENCLOSED WINDOW ENVELOPE.
MAKE CHECKS PAYABLE TO THE UNIVERSITY OF MISSOURI

Invoice No:
Customer Number:
Due Date:

Amount Due:

Amount Enclosed:

Customer:

MO OFFICE OF ADMN INFO SVC

RM 280 TRUMAN BLDG

JEFFERSON CITY MO 65101

[ 1DISCOVER

We accept [ 1VISA [ ] MASTERCARD
INV0047920 Please check credit card used
4000 Credit Card Number. S Y Y O O O YO P |
11/20/2004
750.00 Cardholder Name:

Exp

(Please print)

Cardholder Signature:

Date: /

REMIT TO:

P.O. Box 807012

University of Missouri-Columbia AR

Kansas City, MO 64180-7012

954004792000000000000594850000000000750008

Step

Action

This is an example of an invoice when it is printed out.

10.

End of Procedure.
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Create an Invoice

Procedure

@ Navigation: Billing > Maintain Bills > Standard Billing

@R 5

ERT

ORACLE
Meru &

Search:

()

[ My Favorites

[» UM Applications

[» Set Up Financials/Supply
Chain

[ Banking

[~ Billing

[ Interface Transactions

= Maintain Bills

— Recurring Bill Schedules
— Create Consolidated
Header

— Aftach and Detach Bills
— Copy Single Bill
— Adjust Entire Bill
— Adjust Selected Bil
Lines
— Bill Sumtmary
— Correct Eniry Type
[> Generate Invoices
[> Lacate Bills
I» Review Billing Information
[» Review Processing
Results
> Customers
I Accounts Receivable
[ worklist
[» Tree Manager
[» Reporing Tools
> PeopleTools
— Chane Wy Password
— Wiy Personalizations
— bty Systern Profile

— My Dictionary

Bill Entry

Home Sign out

Mesw windm | Hels | o5

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

| Find an Existing Value {__Add & New Value

Business Unit:

B = —
@

Invoice: | heging with w H |

Bill Status: = hd ‘ | hd |
Customer: hegins with vH |Q
Contract: | hegins with H |

Bills in Business Unit: [= v I -

Template Invoice Flag: = U ~]
[Jcase Sensitive
Search ‘ Clear ‘ Basic Search [E) Save Search Criteria

Find an Existing value | Add a Mew Value

Step

Action

1. Click the Add a New Value tab.

| Add a New Value |

University of Missouri
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Step Action

2. The Business Unit will default based on the user's sign on. It must be the same as
the ChartField string that will be receiving revenue. For this exercise, retain the
default.

Accept the default "NEXT" so that the system will assign this invoice the next
sequential invoice number.

Click the Add button.
Add

Q-O KRA¢

ORACLE _
Add to Favorites
Search: M Window | Help | Custornize Pare | 5,
®

[ Header -Info 1 \_Line-Infoi

[> My Favarites
> UM Applications

3 gil Up Financials/3uppy Unit:  UMSYS  Invoicer  MNEXT Pretax Amt: 0.000
ain
i ¥
3 gﬁ‘?:'gng Status: Q Invoice Date: |12/14/2007 | curr: L
Installment Bill Schedule
> Intarface Transactions Type: l:lq Source: l:IQ Frequency: NEnLE
w quency: Recurring Bill Schedule

= Maintain Bills
— Standard Billing o : QU address SubCust1: l:l
— Recurring Bill Schedules SubCust2: l:l

— Create Consolidated

Header Cycle ID: l:lq “Invoice Form: l:lq From Date: l:l@ To Date: I:IEU

— Aftach and Detach Bills =
— Copy Single Bill Pay Terms: l:IQ Pay Method: Q & Remit To: l:IQ Bank Account: l:IQ
— Adjust Entire Bill Accounting .
- Adjust Selected Bill Date: [ s Account: [ & smoisviton

Lines
— Bill Surnraar Sales: l:IQ Bill Inquiry Phone: | ‘Q

- ry T ] ] - )
LI L creaic NA_ [ Collect: wa o mmer [ & Biling Authority: | Q%

[> Generate Invoices
I Locate Bills Goto: Headerinfo2 Address CopyAddress Motes  Ewpress Entry

[ Review Billing Information . i
> Review Processing Summary Bill Search  Line Search Navigation: ‘Header- Info 1 v| Prev  Rext

Results
> Customers & Save ‘ [Z] hatify | 4 Refresh ‘ Eradd | UpdateDisplay

[> Accounts Receivahle
[ Warklist Header - Info 1 | Line - Info 1
[» Tree Manager

[» Reporting Tools

[» PeopleTools

— Chande Wy Password
— Lty Personalizations
— Wiy Systern Profile

— bty Dictionary

University of Missouri Proprietary & Confidential
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Step Action

3. The Header - Info 1 tab will display.
Accept the default (current date) in the Invoice Date field.

Enter or select the bill Type for your operation. For this training example, enter
"COP".

Bill Type is used to default several fields on the Header - Info 1 tab.
Unless your department does a lot of invoices, use the standard bill type for
your campus: COLUM - COP, HELTH — HTH, HOSPT - HOS, KCITY -
KCL, ROLLA - ROL, STLOU - STL, UMSYS - COP, UOEXT - COP.
Work with your campus accounting office if you need a specific bill type.

4, Enter or select the desired information for the Customer field. For this training
example, enter "110000".

j If the customer has not been created, a Customer Request Form will need to
be submitted and a customer number assigned before proceeding. (See the
"Create a New Customer or Update an Existing Customer" topic for
instructions.)

Do not use customers that start with 8899XXXXXX because they are
used by the Office of Sponsored Programs only.

Step Action

5. For larger operations, the Biller field will default in when you select your Type.
Other operations must populate the Biller field by using the lookup feature and
selecting the Billing Specialist.

Note: The biller (Billing Specialist) will need to be set up by your accounting
office prior to using it. The biller operation name and phone number print on the
invoice.

Click the Look up Biller button.
[&]

6. Click an entry in the Billing Specialist column. For this training example, click on
CASRESCT.

CASRESC

University of Missouri Proprietary & Confidential
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Step

Action

7. After the Biller is entered, several other fields are automatically populated and
others are blank. Do not change or fill in these fields.

Click the Next link in the Page Series box (lower right corner of page).
et

;,A;’ The Sales field defaults as "N/A" (unless it is associated to the Biller), but it
can be used for tracking purposes. Contact the accounting office about
setting up a person's name in the system to select for this field. It will not
print on the invoice.

[> My Favarites

> UM Applications

[» Set Up Financials/Supply
Chain

[> Banking

[ Billing

[» Interface Transactions

= Maintain Bills
— Standard Billing
— Recuring Bill Schedules
— Create Consolidated

Header

— Aftach and Detach Bills

— Copy Single Bill

— Adjust Entire Bill

— Adjust Selected Bil
Lines

~ Bill Surnrnary
— Correct Entry Type
[» Generate Invoices
[> Locate Bills
[ Review Billing Information
[» Review Processing
Results
[ Customers
[> Accounts Receivahle
[> Wiarklist

&> Tree Manager

[ Header-Info 1} Address Info {_Line-Info 1

Unit: LIMSYS Bill To: 110000 Pretax Amt: 0.00 USD
Ivoice:  MEXT BARTOMN SCHOOL DIST

Attention To: S Name:

‘Location: 1S zofcopies:. 1| ‘nvoice Media: |F|C4 Language Code:  ENG
Country: LSA United States

Address 1 200 PLAMTERS CR

Address 2

Address 3

City: BARTOMN

County: Fostal B5583-2266

State: Mo Missour
Goto Headerlnfo 2 Address — CopyAddress  Motes  Express Entry
Summary  Bill Search  Line Search Navigation; | Address Info ¥ || Prev Mext
B save | [E]notity | i Refresh [ErAdd

Header - Info 1 | Address Info | Line - Info 1

Q- O K@
ORACLE’
Search: M Window | Help | Custornize Pare | 5,
&

UpdateDisplay

Step

Action

8. The Address Info tab will display.

Click the Next link.
et

Verify that the address is correct. If not, you can use the lookup feature for the
Location field to select another location.

If there is a contact name set up for this customer, you can enter it or select it
using the lookup feature for the Attention To field.
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;,;f' Location field: Most customers will have one customer number and only
one location number (address). Larger customers that have a main address,
as well as several other addresses will have one customer number but
several other location numbers to select from. Note: The location/address
shown as a default is Location 1 for each customer. This is the customer's
primary location.

Attention To field: Contacts can be added for selection with the Customer

Request Form in Outlook. Besides selecting or entering a contact name that
has already been set up, you can enter a different name if desired. This will

print on the invoice. Note: If data is entered in the Attention To field, it will
override the second name line of the customer if there is one.

Q-0 K@
ORACLE’ .
Add to Favorites
Search: M Window | Help | Custornize Pare | 5,
. I®

/ Header-Info 1 Y Line-Info 1} Header - Note

[> My Favarites
> UM Applications

=

[> Set Up Financials/Supply Unit: LIMSYS Bill To: 110000 Pretax Amt: 000 uso
b g::;?ng Invoice:  MNEXT BARTON SCHOOL DIST Custarner Notes
I Billing Bill Header Notes ind | view Al First 44 cr 1 ] Last
I Interface Transactions
= Maintain Bills [Jstandard Note Flag Std Note: I:IQ =
— Standard Billing
— Recurting Bill Schedules Clinternal Only Flag Note Type: I:IQ
— Create Consolidated
Header Note Text:

— Aftach and Detach Bills

— Copy Single Bill

— Adjust Entire Bill

— Adjust Selected Bil

Lines

— Bill Sumtmary

— Correct Eniry Type
[> Generate Invoices

v Laeziiz Bl Goto: Headerinfo2 Address CopyAddress Motes  Ewpress Entry
I» Review Billing Information
[> Review Processing Summary  Bill Search  Line Search Naviaation: | Header - Note v| Prev  MNext
Results
[» Customers B save | [=lwctity | s Refresh Eeadd | UpdateDisplay
I» Accounts Receivable

[ worklist Header - Info 1 | Line - Info 1 | Header - Mote
[» Tree Manager

[» Reporing Tools

> PeopleTools

— Chane Wy Password
— Wiy Personalizations
— bty Systern Profile

[ Lty Dictionary
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Step Action

9. The Header - Note tab will display.

Header notes appear at the top of the invoice and should provide information that
pertains to the entire bill.

For this training example, click the Standard Note Flag option to add a standard
note. (You can also add manual and internal notes.)
| ] standard Note Flag

j Header notes typically include thank you for purchase notes,
announcements of sales, return policies, holiday greetings, and other such
general information. (The other place you may make notes is on the bill
lines. Line notes apply to only one item.)

When entering notes on the Header - Notes tab, it is important to remember
that these notes will appear only if selected on an invoice. If you need to set
up a standard note to select when you do an invoice, please refer to the "Set
Up Standard Notes" topic in the System Set Up lesson.

The three types of header notes are the following:

1) Standard: These notes are already set up in the system for you to select.
Click the Standard Note Flag check box to select it and select the standard
note.

2) Manual: These are notes that are entered manually. Type the note in the
Note Text field.

3) Internal: These notes will not print on the invoice. Click the Internal
Only Flag check box to select it and use the lookup feature to select a note
or type a note in the Note Text field.

Step Action

10. Click the Look up Std Note button.
[&]

11. Search for the desired note. For this training example, click on the THANK YOU
entry in the Standard Note Code column.

12. The note now appears in the Note Text field.

Click the Next link.
et
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Q- O KRA¢

-5 @3

ORACLE
Meru &

Search:

®

[> My Favarites

> UM Applications

[» Set Up Financials/Supply
Chain

[> Banking

[ Billing

[» Interface Transactions

= Maintain Bills

Standard Billing

— Recuring Bill Schedules
— Create Consolidated
Header
— Aftach and Detach Bills
— Copy Single Bill
— Adjust Entire Bill
— Adjust Selected Bil
Lines
~ Bill Surnrnary
— Correct Entry Type
[» Generate Invoices
[> Locate Bills
[ Review Billing Information
[» Review Processing
Results
[ Customers
[> Accounts Receivahle
[ Wiarklist
[» Tree Manager
[» Reporting Tools
[ PeopleTools
— Chande My Password
— Lty Personalizations
— bty Systern Profile

— bty Dictionary

Home iorkls Add to Favorites Sign out

M Window | Help | Custornize Pare | 5,

Header-Info 1} Header - Service Infe % Line-Info 1
Uit UMSYS Bill To: 110000 Pretax Amt: 0.00 USD -
Invoice: MNEXT BARTOM SCHOOL DIST
PO: | |
Contract: | |Q

Contract Date: l:l@
Contract Type: I:I
Service C : Q

Goto Headerlnfo 2  Address — Copy Address

Summary  Bill Search  Line Search

B Save | [=]Motity | s Refresh

Header - Info 1 | Header - Senice Info | Line - Info 1

Service Address Num: l:IQ

Motes Express Entry

Navigation:

Header - Senvice Info V| Prev  Mext

B el UpdateDisplay

Step Action

13. The Header - Service Info tab will display.

If the customer provided a purchase order number, enter it in the PO field.

For this training example, enter "345119".

14. Do not use the other fields.

Click the Next link.
et
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Q-0 ¥R

B L@

ORACLE
Meru &

Search:

®

[> My Favarites
> UM Applications
[» Set Up Financials/Supply
Chain
[> Banking
[ Billing
[» Interface Transactions
= Maintain Bills
— Standard Billing
— Recuring Bill Schedules
— Create Consolidated
Header
— Aftach and Detach Bills
— Copy Single Bill
— Adjust Entire Bill
— Adjust Selected Bil
Lines
~ Bill Surnrnary
— Correct Entry Type
[» Generate Invoices
[> Locate Bills
[ Review Billing Information
[» Review Processing
Results

[ Customers

[> Accounts Receivahle
[> Wiarklist

[» Tree Manager

[» Reporting Tools

[» PeopleTools

— Chande Wy Password
— Lty Personalizations
— Wiy Systern Profile

— bty Dictionary

Header-Infa 1§ Line -Info 1

Unit: UMEYS

Invoice: NEXT

Seq Line Table

[ a
on: L 1
uom: |:|Q
unepice: | | Taxcose [ |&  Clraxecempt

-5 B -JE 3

Bill To:

110000 Pretax Amt: 0.00 UsD e

parTON SCHOOL = B MaxRows: B =

DIST

y First 4] 1 of 1 ] Last
Identifier Description Net Extended =
| Q| | 0o

Line Type:  |REY @ [#] Accumulate
FomDate: | |&  ThoughDate: [ |5

Gross Extended: Exempt Cert: | |Q

Less Discount: 0.00
Plus Surcharge: 0o
Net Extended: 0.0o0
VAT Amount: 0.0o0
Tax Amount: 0.0o0
Net Plus Tax: 0.00

Goto: Linelnfo 2 Tax

Accountin

Summary  Bill Search  Line Search

B save | [=lwctity | s Refresh

Header - Infia 1 | Line - Info 1

DiscountiSurcharge  Motes Express Entry

Navigation: | Line - Infa 1 V| Prev  Mext

Bt UpciateDisplay

M Window | Help | Custornize Pare | 5,

Step Action

15. The Line - Info 1 tab will display.

There are two ways to enter items for billing: manually enter items or define items
ahead of time and select them from a stored table of items. These predefined items
are called charge codes.

For this training example, you will select a charge code (Charge ID). Click the
Look up Table button.

=

;,;f' Select charge code: Use this method if you will be billing repetitively for
goods and services, and you have created charge codes for your items. (See
the "Create Charge Codes" topic in the System Set Up lesson for
instructions.)

Enter manually: To manually enter items for billing, enter data for the
Description, Qty, UOM, and Unit Price fields.
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Step Action

16. Click the PS/Billing Charge Id link.
FSiBilling Charge Id

17. As an option, you can enter or select the Charge ID for your operation for the
Identifier field.

Note: The identifier prints on the invoice.
For this training example, click the Look up Identifier button.
[@]

18. Search by entering the first two or three characters of your Charge ID in the
Identifier field.

For this training example, enter "ARC".

19. Click the Look Up button.

20. Click the desired entry in the Identifier column. For this training example, click
on ARC10302.

21. The Description, UOM, and Unit Price default from the Identifier field. (The
description prints on the invoice and is a required field.) Note: All defaults can be
overridden by typing over them.

Enter the desired information into the Qty field. For this training example, enter
"1m.

22. If tax is to be charged, use the Tax Code lookup feature to select the tax code. Tax
will print on the invoice but not display on the Line - Info 1 tab.

If an item, service, or customer is tax exempt, do nothing (i.e., do not fill in any of
the fields).

23. Click the Next link.

Hext

24. The Acctg - Rev Distribution tab will display.

The required fields may already be populated if the revenue distribution code is
tied to the Charge ID for the item.

If the fields are not already populated, use the lookup feature for the Code field to
search for the revenue distribution code or type in the ChartField strings.

25. To split revenue in multiple ChartFields, use the plus sign button to the left of the
ChartField string.
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Q- O KRG LY
ORACLE'
Meru &

Search:

®

t® 2% =i 3

W -
."r: [

Home

Sign out

Mew Window | Help | Custormize Page | 5]

b My Favorites /[ Header-Info 1 Y Line-

Info 1} Acety - Rev Distribution

I UM Applications
I et Up Financials/Supply

Unit: LIMSYS
Chain )
&> Banking hwoice:  NEXT
[ Billing

[> Interface Transactions
= Maintain Bills

Bill Line

Bill To: 110000 Pretax Amit: 1484 USD
parTON SCHOOL — [Z] E]  max Rows: E E
DIST

Header
— Aftach and Detach Bills
— Copy Single Bill
— Adjust Entire Bill

Code

— Seq Line Identifier Description Net Extended
— Recurting Bill Schedules
_ Create Gonsolidated 1 ARC10302 MRT B-MANUAL INTERP-LEVEL 182 44.84

Bl Greates GL Acct Entries
Bill Line Distribution - Revenue

Account Fund

Dept Program Class Project Percentage Amount
- Adjust Selecled Bill [=] [ckoseaao00 | (4300002 [0410]Q [c1820031|@ [0 |@ [acoi13 | (oo |e [ 1o000] |
Lines
~ Bill Surnrnary
— Correct Entry Type
[ Generate nvoices Percent: 100.00 Amount: 44.94 Gross Extended: 44.04
[> Locate Bills
[ Review Billing Information
B I;z\gﬁ\‘pl\fsprncessmg Gotol Linelnfo2 Tax  Accounting  Discount’Surcharge  Motes Express Eniry
> Customers Summary  Bill Search  Line Search Navigation: | Acctg - Rew Distribution e Frev Mext
[> Accounts Receivahle
[> Wiarklist -
= hetif s Refresh
&> Tree Manager Bisavel] |lnou| friaRetres

[» Reporting Tools

[» PeopleTools

— Chande Wy Password
— Lty Personalizations
— Wiy Systern Profile

— bty Dictionary

Header - Info 1 | Line - Infa 1

| Accty - Rev Distribution

Step Action

26.

Scroll to the right as needed and use the arrows to navigate to the other billing
lines, if there is more than one.

Click the Next link.

University of Missouri
Division of Information Technology

Proprietary & Confidential
Page 41



Training Guide
UMSYS FS 9.0 Accounts Receivable and Billing

Q-0 MR

O L %O 2

jn
S

il

ORACLE
Meru &

Search:

®

[> My Favarites
> UM Applications
[» Set Up Financials/Supply
Chain
[> Banking
[ Billing
[» Interface Transactions
= Maintain Bills
Standard Billing
- urting Bill Schedules
— Create Consolidated
Header
— Aftach and Detach Bills
— Copy Single Bill
— Adjust Entire Bill
— Adjust Selected Bil
Lines
~ Bill Surnrnary
— Correct Entry Type
[» Generate Invoices
[> Locate Bills
[ Review Billing Information
[» Review Processing
Results
[ Customers
[> Accounts Receivahle
[ Wiarklist
[» Tree Manager
[» Reporting Tools

[ PeopleTools

— Chande My Password
— Lty Personalizations
— bty Systern Profile

L 8

/ Header-Info 1 Y Line-Info 1} Line - Note |

— bty Dictionary

Unit: LIMSYS

Invoice: MNEXT

Add to Favorites

El

htep

Mew Window | Help | Customize Pane

Bill To: 110000

BARTOMN SCHOOL
DIST

Pretax Amt: 4484 USD

E Bl maxRows: E =

First (4 1 of 1 [ Last

Line ldentifier

Description

Fine | Wiew A

Met Extended

1 ARCT0302

MRT B-MANUAL INTERP-LEVEL 162

44 894

[[]standard Note Flag
[CJimternal Only Flag

Note Text

Std Note:

Note Type:

L=
L=

First 4] 10 1 [ Last

Find

| e Al

HE

Goto: Linelnfo 3 Tax  Accounting
Summary  Bill Search  Line Search
& Save | [=]Wotify | s Refresh

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

DiscountiGurcharge  Mates

Express Entry

Mavigation:

Line - Mote v| Prev Mext

[Es Ao Update/Display

Step

Action

217.

Click the Next link.
et

The Line - Note tab will display.

This tab allows you to enter a standard or manual note that will show on the
invoice underneath a billing item or an internal note regarding the line that will
not print on the invoice. (The instructions for entering line notes are the same as
for entering header notes.)
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4 The three types of line notes are the following:
1) Standard: These notes are already set up in the system for you to select.
Click the Standard Note Flag check box to select it and select the standard
note.
2) Manual: These are notes that are entered manually. Type the note in the
Note Text field.
3) Internal: These notes will not print on the invoice. Click the Internal
Only Flag check box to select it and use the lookup feature to select a note
or type a note in the Note Text field.

Note: Make sure you are on the line that you want to make a note for!
Up to three notes can be created for each line on the invoice by inserting
lines on the inside scroll bar.

If there is a scroll bar on the right side of the page, you may need to scroll
down to see other lines of the invoice (if there are multiple invoice lines).

senete New Window | Help | Customize Page | &,
> Wiy Faworites | Header -fo 1 [ Line-Infa 1} .
[ UM Applications -
» S Ufa Firmemete sty Unit:  UMSYS Inwoice:  NEXT Pretax Amit: 4494 USD

Chain

: ¥

i Status: [NEWQ, Invoice Date: [12114/2007 | cue usp B
= Billing

Installment Bill Schedule

i . . - ! Once | I —

::\:;?,:rg: ;ir‘Tsnsactlons Type: Q Source: I:lQ Frequency: _ Eecutting Bill Schedule
— Standard Billing ‘Cust : 110000 QU agddress SubCust1:

— Recurring Bill Schedules BARTON SCHOOL DIST SubCust2: I:l
— Create Consolidated

:;:cdhegnd Dstach Bils CyclelD: DALY Q ‘Invoice Form: STAMDARD |CL From Date: I:l@ To Date: l:l@
- Copy Single Bill Pay Terms: Q Pay Method: Q & Remit To: | 10801 |2, Bank Account: Q

— Adjust Entire Bill Accounting . 132200 L
— Adjust Selected il Date: l:lﬁI Account: Q AR Distribution

Lines

— Bill Summary Sales: Q Bill Inquiry Phone: | ‘Q

- o 1 p— o
ConectEnty Tine credit  [NA|Q Collect: CASRESCTCL  piller: |CASREEQL Biling Authority: ||

[> Generate Invoices
[ Locate Hills Goto: Headerlnfo2 Address CopyAddress  Motes  Express Entry
I» Review Billing Infarmation
[ Review Processing
Results
[> Customers & Save ‘ [=] matify | 4 Refresh ‘ Eeadd | B UpdateDisplay
[» Accounts Receivable
[ Worklist Header - Infa 1 | Line - Info 1
[> Tree Manager
> Repotting Tools

Summary  Bill Search  Line Search Navigati .‘Header-lnfm v| Prev Mext

[» PeopleTools

— Change iy Password
— My Personalizations
— Wiy Systern Profile

— Lty Dictionary
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Step Action
28. All of the pages in the series are now complete and you are returned to the first
page in the series.
Click the Look up Status button to search for the ready to invoice status.
[A]
Any invoices still in New status will automatically change to ready (RDY)
and process each night. If there are no edits or budget check errors, the
invoice will be processed.
Step Action
29. Click the Ready to Invoice link.
Note: Doing this will initiate some edit checks, and it will let you know what
needs to be fixed.
[EDY [Readyta Invoice |
30. Click the Save button to save the invoice.
31. An invoice number has been assigned automatically. You may want to write down
the invoice number to refer to it later.
32. You have successfully completed the procedure for creating an invoice.
End of Procedure.
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Set Up a Recurring Bill Template

Recurring bills are bills that can be reproduced on a schedule and are identical. By using
recurring bills, you can avoid retyping the same information into the system month after month or
week after week for recurring billing activity such as rental invoices or standing purchase orders.
Currently, the billing cycle template allows you to create recurring bills on a monthly, quarterly,
semiannual, or annual cycle.

Procedure

@ Navigation: Billing > Maintain Bills > Standard Billing

Q- O KRAT¢

ORACLE
Meru &

Search:

®

[> My Favarites
> UM Applications
[» Set Up Financials/Supply
Chain
[> Banking
[ Billing
[» Interface Transactions
= Maintain Bills
— Standard Billing
— Recuring Bill Schedules
— Create Consolidated
Header
— Aftach and Detach Bills
— Copy Single Bill
— Adjust Entire Bill
— Adjust Selected Bil
Lines
— Bill Sumtmary
— Correct Eniry Type

[> Generate Invoices
[> Lacate Bills
I» Review Billing Information
[» Review Processing
Results
> Customers
I Accounts Receivable
[ worklist
[» Tree Manager
[» Reporing Tools
> PeopleTools
— Chane Wy Password
— Wiy Personalizations
— bty Systern Profile

Add to Favorites

Mew Windmw | Helg | (&

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

{ Find an Existing Value {__Add 5 New Walue

Business Unit: Q
Inwvoice: | hegins with H |Q
Bill Status: = v v]
Customer: hegins with VH |Q
Contract: |begms with v [ |
Bills in Business Unit: -
Template Invoice Flag: = | ~]
[Jcase Sensitive

Search ‘ Clear ‘ Basic Search Sawe Search Criteria

— My Dictionary

Find an Existing value | Add a Mew Value
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Step

Action

1.

Setting up a recurring bill template involves the same steps as creating an invoice
along with some additional steps.

Click the Add a New Value tab.
[ Add a Mew value ]

j For more detailed steps and information about creating an invoice, see the

"Create an Invoice" topic.

Step Action
2. The Business Unit will default based on the user's sign on. It must be the same as
the ChartField string that will be receiving revenue. For this exercise, retain the
default.
Click the Add button.
Add
University of Missouri Proprietary & Confidential
Page 46 Division of Information Technology




Training Guide
UMSYS FS 9.0 Accounts Receivable and Billing

C-0 MRAG PO & @ JJ

ORACLE’
Search: M Window | Help | Custornize Pare | 5,

®

b My Favorites [ Header -Info 1 \_Line-Infoi

> UM Applications

3 gil Up Financials/3uppy Unit:  UMSYS  Invoicer  MNEXT Pretax Amt: 0.000
ain
. ¥
3 gﬁ‘?:'gng Status: Q Invoice Date: |12/17/2007 | curr: L
Installment Bill Schedule
> Intarface Transactions Type: l:lq Source: l:IQ Frequency: NEnLE
w quency: Recurring Bill Schedule

= Maintain Bills |—|Q
— Standard Billing © : Address SubCust1:
— Recurring Bill Schedules SubCust2:
— Create Consolidated

Header Cycle ID: l:lq “Invoice Form: l:lq From Date: l:l@ To Date: I:IEU

— Aftach and Detach Bills =
— Copy Single Bill Pay Terms: l:IQ Pay Method: & & Remit To: l:IQ Bank Account: l:IO\
— Adjust Entire Bill Accounting .
e hecowtm | |5 Accou: L& aposmote
Lines
~ Bill Surnrnan Sales: l:lQ Bill Inquiry Phone: | ‘Q
— Lorrect Entry Thoe = " i .
el il Tege credic MA@ Collect: fon ] per [ 2 Biling Awtortty: | |2
I Locate Bills Goto: Headerinfo? Address CopyAddress  Motes  Espress Entry
[ Review Billing Information . i
> Review Processing Summary  Bill Search  Line Search Navigation: ‘ Header - Info 1 v| Prev  Rext
Results
[ Customers Return ta Billin

[> Accounts Receivable
> Warklist B save | [S]wctity | rhRefresh [E et UpdateDisplay

[» Tree Manager

[» Reporting Tools

[» PeopleTools

— Chande Wy Password
— Lty Personalizations
— Wiy Systern Profile

— bty Dictionary

Header - Info 1 | Line - Infa 1

Step Action

3. Enter or select the bill Type for your operation. For this training example, enter
"COP".

4. Enter or select the desired information for the Customer field. For this training
example, enter "110000".

5. Enter or select the desired information for the Biller field. For this training
example, enter "CASRESCT".

6. The Cycle ID and then the Frequency (in that order) must be selected to set up a

recurring invoice template.

Click the Look up Cycle ID button.
[&]

7. For this training example, click on QRTLY link in the Billing Cycle Identifier
(Cycle ID) column.
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Step Action

8. Click the Recurring list item in the Frequency drop-down list.
Note: The frequency must be set for Recurring. For other cycles, contact your
accounting office.

9. Remember that this is a template and the information you enter will be on each of

the bills.

Mext

Click the Next link to continue with the recurring invoice template. From this
point forward, the steps are the same as the Create an Invoice procedure.

0- O HRA¢
ORACLE
Menu &

Search:

®

[> My Favorites

Header-Info 1} Address info Y Line-Info 1

Mew Wiindow | Help | Customize Page | 15,

[ Ul Applications

[> Set Up Financials/Supply Unit: LIMSYS Bill To: 110000 Pretax Amt: 000 UshD
Chain Invoice:  NEXT BARTON SCHOOL DIST
[ Banking
[ Billing Attention Toz I:IQ Name: ‘
I Intetface Transactions
= Maintain Bills ‘Location: Q # of Copies: ‘Invoice Media: EQ Language Code:  ENG
ndard Billing
- urring Bill Schedules Country: usA United States
— Create Consolidated Address 1 200 PLAMTERS DR
Header Address 2
— Attach and Detach Bills
- Copy Single Bill Address 3
— Adjust Entire Bill
- Agiust Selected Bill City BARTON
Lines
~ Bill Summan County: Postal.  B5503-2266
— Correct Entry Tvpe State: MO Missour
[» Generate Invoices
> Locate Bills Goto: Headerinfo2  Address CopyAddress  Motes Express Entry
1 Reoy EHImE [T Summary Bill Search  Line Search Navigation: | Address Info v|| prev nest
[ Review Processing —

Results

> Customers

[> Accounts Receivable
[ Wiarklist

I Tree Manager

[» Reporting Tools

E Save

Header - Info 1 | Address Info | Line - Info 1

[Z=] Natity | % Refresh

[» PeopleTools

— Change Wy Password
[~ Wiy Personalizations
— My Systermn Profile

— Wiy Dictionary

[E A UpdateiDisplay
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Step

Action

10.

On this page, you verify that the address is correct and add a contact name in the
Attention To field, if desired.
Click the Next link.

ed

0-0 [

EE

Search:

— Standard Billing

— Copy Single Bill

— Adjust Entire Bill

— Adjust Selected Bil

Lines

— Bill Surmmary

— Correct Entry Tvpe
[» Generate Invoices
[> Locate Bills

[ Review Processing
Results

> Customers

[> Accounts Receivable

[ Wiarklist

I Tree Manager

[» Reporting Tools

[» PeopleTools

— Change Wy Password

[~ Wiy Personalizations

— My Systern Profile

— Wiy Dictionary

ORACLE
Meru &

b Wy Favariies J/ Header-Info 1y Line-Info 1} Header - Note
> UM Applications E
[ Set Up Financials/Supply Unit: LIMSYE Bill To: 110000 Pretax Amt: 000 UshD
N Eoiha::‘ Invoice:  MEXT BARTON SCHOOL DIST Custorner hotes
anking
= Billing Bill Header Notes | First (4] 1 or 1 [M] Last

[+ Interface Transactions
< Maintain Bills

— Attach and Detach Bills

[ Review Billing Information

Mew Wiindow | Help | Customize Page | 15,

[[]standard Note Flag Std Note: I:lQ . El

— Recuring Bill Schedules Dlinternal Only Flag Note Type: I:lq
~ Create Consolidated

Header

Note Text:

Goto Headerinfo2  Address  CopyAddress  Motes Express Entry

Sumrnard  Bill Search  Line Search Navigation; | Header - Note V| Prev MNext

& Save | [=]Wotify | s Refresh [ Acd Updlate/Display

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

Step

Action

11.

For this training example, click the Standard Note Flag option to add a standard
note.

| ] standard Note Flag |

12.

Click the Look up Std Note button.
[

13.

For this training example, click on THANK YOU in the Standard Note Code
column.

HAMNE O

University of Missouri Proprietary & Confidential
Division of Information Technology Page 49




Training

Guide

UMSYS FS 9.0 Accounts Receivable and Billing

Step Action
14. Click the Next link.
Test

Q-0 ¥

EE

Search:

[> My Favarites

> UM Applications

[» Set Up Financials/Supp
Chain

[> Banking

[ Billing

Header

— Copy Single Bill
— Adjust Entire Bill
— Adjust Selected Bil
Lines
~ Bill Surnrnary
— Correct Entry Type
[» Generate Invoices
[> Locate Bills

[» Review Processing
Results
[ Customers
[> Accounts Receivahle
[ Wiarklist
[» Tree Manager
[» Reporting Tools
[ PeopleTools
— Chande My Password
— Lty Personalizations
— bty Systern Profile
— bty Dictionary

ORACLE
Meru &

[> Interface Transactions

— Recurting Bill Schedules

- Create Consolidated Contract Date: |:|Eﬂ

[ Review Billing Information

Home ‘higrklist Add to Favorites Sign out

M Window | Help | Custornize Pare | 5,

Header-Info 1} Header - Service Infe % Line-Info 1
Iy Uit UMSYS Bill To: 110000 Pretax Amt: 0.00 USD -
Iivoice:  NEXT BARTOM SCHOOL DIST
PO | |
Contract: | |Q

— Aftach and Detach Bills Contract Type: l:l

Service C H Q Service Address Num: l:IQ

Goto Headerlnfo 2 Address — CopyAddress  Motes  Express Entry

Summary  Bill Search  Line Search Navigation: Header - Service Info v| Prev  Mext

B Save | [=]Motity | s Refresh [ErAdd UpdlateDisplay

Header - Info 1 | Header - Senice Info | Line - Info 1

Step Action
15. If the customer provided a purchase order number, enter it into the PO field. For
this training example, enter "345119".
16. Click the Next link.
Mext
University of Missouri Proprietary & Confidential
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C-0 MRAG PO & @ JL3

ORACLE

Search:

[> My Favarites

> UM Applications

[» Set Up Financials/Supply
Chain

[> Banking

[ Billing

[» Interface Transactions

= Maintain Bills
— Standard Billing

— Create Consolidated
Header

— Copy Single Bill
— Adjust Entire Bill
— Adjust Selected Bil
Lines
~ Bill Surnrnary
— Correct Entry Type
[» Generate Invoices
[> Locate Bills

[» Review Processing
Results

[ Customers
[> Accounts Receivahle
[> Wiarklist
[» Tree Manager
[» Reporting Tools
[» PeopleTools
— Chande Wy Password
— Lty Personalizations
— Wiy Systern Profile

Meru &
®

— Recurting Bill Schedules

~ pitach and Dietach Bills vom: [ a FomDate: | |60  Thoughbate: [ &

[ Review Billing Information

M Window | Help | Custornize Pare | 5,

Header-Infa 1§ Line -Info 1

Unit: UMEYS Bill To: 110000 Pretax Amt: 0.00 UsD e
lvoice:  NEXT gﬁI\SRTTON scHooL  E E MaxRows: E =

First 4] 1 of 1 ] Last

Seq Line Table  ldentifier Description Net Extended =

LI | | oo
Gy L 1 LineType:  |REY QL Accumulate

wepces [ | taxcoses [ DlTaxbxem

Gross Extended: Exempt Cert: | |Q
Less Discount: 0.00
Plus Surcharge: 0o
Net Extended: 0.0o0
VAT Amount: 0.0o0
Tax Amount: 0.0o0
Net Plus Tax: 0.00

Goto: Linelnfo? Tax Accounting — DiscountSurcharge MNotes — Express Entry
Sumrnary  Bill Search  Line Search Navigation: | Line - Info 1 "| Prev  Mest

— My Dictionary
B save | [=lwctity | s Refresh Eradd | FE UpdateDisplay
Header - Info 1 | Line - Info 1

Step Action

17. For this training example, you will select a charge code. Click the Look up Table
button.
[&]

18. Click the PS/Billing Charge Id link.
FSiBilling Charge 1d

19. For this training example, you want to add the Charge ID for your operation. Click
the Look up Identifier button.
[&]

20. Search by entering the first two or three characters of your Charge ID in the
Identifier field. For this training example, enter "ARC".

21. Click the Look Up button.

22. Click the desired entry in the Identifier column. For this training example, click
on ARC10302.

23. Enter the desired information into the Qty field. For this training example, enter
lllll-
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Step Action

24, Click the Next link.

C-0 MRAG PO & @ Ji3 -

Home Sign out
Search: M Window | Help | Custornize Pare | 5,
b My Favorites J/ Header-Info 1 Y Line-Info 1} Accty - Rev Distribution
[ Ul Applications
I» Set Up Financials/Supaly Unit: UMSYs Bill To: 110000 Pretax Amit: 4434 USD
Chain
> Banking Ivoice:  NEXT parToNscHooL =) B MaxRows: E E
= Billing DIST
[> Interface Transactions Bill Line
 Maintain Bi
iaintain HS — Seq Line  ldentifier Description Net Extended
andard Billing
— Recurting Bill Schedules
_ Cregte Consolidated 1 ARC10302 MRT B-MANUAL IMTERP-LEVEL 182 1484
Header

Bl Greates GL Acct Entries
— Aftach and Detach Bills

— Copy Single Bill

— adiust Entire Bill Code Account Fund Dept Program  Class Project Percentage Amount
AdjustEntire Bill
- Adjust Selected Bil [=] [crose43000 | (4300002 [0410]Q [c1820031|Q [0 |e [aco13 | [oo |e [ 1o000] |
Lines
~ Bill Surnrnary
— Correct Entry Type
& Generate Invoices Percent: 100.00 Amount: 44.94 Gross Extended: 4494
[> Locate Bills
[ Review Billing Information
B I;z\gﬁ\‘pl\fsprncessmg Goto: Lineinfo2 Tax  Accounting  DiscountSurcharge Motes  Express Entry
[ Customers Summary  Bill Search  Line Search Navigation: | Acctg - Rew Distribution hd Prev [Mext
[> Accounts Receivahle
[ Wiarklist -
= hetif s Refresh
[» Tree Manager B save | Enatty LIS
I Reporting Taals Header - Info 1 | Line - Info 1 | Accty - Rev Distribution
[ PeopleTools

— Chande My Password
— Lty Personalizations
— bty Systern Profile

— bty Dictionary

Step Action
25.

Verify the ChartField string is populated correctly. Click the Next link.
[hiead |
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C-©0 K@

D

-5 #-UK 3

—

PO ¢

ORACLE
Meru &

Search:

®

[> My Favarites
> UM Applications
[» Set Up Financials/Supply
Chain
[> Banking
[ Billing
[» Interface Transactions
= Maintain Bills
andard Billing
— Recuring Bill Schedules
— Create Consolidated
Header
— Aftach and Detach Bills
— Copy Single Bill
— Adjust Entire Bill
— Adjust Selected Bil
Lines
~ Bill Surnrnary
— Correct Entry Type
[» Generate Invoices
[> Locate Bills
[ Review Billing Information
[» Review Processing
Results
[ Customers
[> Accounts Receivahle
[> Wiarklist
[» Tree Manager
[» Reporting Tools
[» PeopleTools
— Chande Wy Password
— Lty Personalizations
— Wiy Systern Profile

Home

/ Header-Info 1 Y Line-Info 1} Line - Note |

— bty Dictionary

Unit: UMEYS Bill To: 110000 Pretax Amt: 4494 USD s
livoice:  MEXT BARTOM SCHOOL E B maxRows: ERES)
DIST

Line  ldentifier Description Net Extended

1 ARCT0302 MRT B-MANUAL INTERP-LEVEL 162

L=
L=

44 894

[Jstandard Note Flag Std Note: =

[Jinternal Only Flag Note Type:

Note Text

Goto: Linelnfo 3 Tax  Accounting  DiscountSurcharge  Motes Express Entry
Sumrnary  Bill Search  Line Search Navigation: | Line - Mote v| Prev MNext
& Save | [=]Wotify | s Refresh [Es Add Upclate/Display

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

Step

Action

26.

This tab allows you to enter a standard or manual note about a line item that will
show on the invoice or an internal note that will not print on the invoice.

Click the Next link.
et
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C-0 MRAG PO & @ JJ e

ORACLE _
Home Sign out
Search: Mew Window | Help | Custormize Page | 5]

®

[> My Favarites
> UM Applications

[ Header -Info 1 \_Line-Infoi

i git Wp P Sy Unit:  UMSYS Invoice:  NEXT Pretax Amt: 44.94 USD
an
: ¥
oo Status:  [NEWQL Iinvoice Date: [12117/2007 | cu: usp

Instaliment Bill Sehedule
 Intetface Transactions Type: [cop|Q Sources: I < *Frequency:

Feri—— Recurring Bill Schedule
= Waintain Bills
Standard Billing o 1 [ 110000 QU address SubCust1:

— Recurting Bill Schedules BARTON SCHOOL DIST SubCust2:
— Create Consolidated

Header . [arTLY (oW . STANDARD |Q, T . Bl
cle ID: Iivoice Form: From Date: To Date:
— Aftach and Detach Bills v I:I

— Copy Single Bill Pay Terms: Q Pay Method: Q = Remit To: |10601 | Bank Account: QU
— Adjust Entire Bill Accounting . 137200
_ adiust Selecled Bil l:IEﬂ Account: O\ AR Distribution

Adjust Selected Bill Date:
Lines . a ; . X | ‘O‘
— Bill Surnraar Sales: Bill Inquiry Phone:
— Lorrect Entry Thoe = " i .
b G;%rrr:tcetlicgicgs - Cred:  [MA Q Collect: CASRESCTCL  piler: |[CASREER, Biling Authority: X
I Locate Bills Goto: Headerinfo? Address CopyAddress  Motes  Espress Entry
[ Review Billing Information . i
I Review Processing Summary  Bill Search  Line Search Navigation: ‘ Header - Info 1 v| Prev  Mext
Results

[> Customers & Save ‘ [Z] hatify | 4 Refresh ‘ Eradd | UpdateDisplay

[> Accounts Receivahle
> Wiorklist Header- Info 1 | Line - Info 1
[» Tree Manager

[» Reporting Tools

[ PeopleTools

— Chande My Password
— Lty Personalizations
— bty Systern Profile

— bty Dictionary

Step Action

217. Click the Save button.
28. Click the Recurring Bill Schedule link.

[Recurring Bill Scheduls|
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Q- O KR¢

-% B -JE 3

ORACLE
Meru B

Search:

®
[> My Favarites
> UM Applications
[» Set Up Financials/Supply
Chain
[> Banking
[ Billing
[» Interface Transactions
= Maintain Bills
— Standard Billing
— Recurting Bill Schedules

M Window | Help | Custornize Pare | 5,

Recurring Bill Schedule

Unit:  UMSYS  Template Iivoice: INYD048934

&
Start Date: l:lE‘J [IPre-Assign nvoice Numbers
End Date: l:lE‘J [Juse Header Dates For Lines

Recurring Schedule First [0 4 of 1 (] Last

Generate Date Invoice Date Invoice Inv Generated?

Date =

— Create Consolidated
Header

— Aftach and Detach Bills
— Copy Single Bill
— Adjust Entire Bill
— Adjust Selected Bil
Lines
~ Bill Surnrnary
— Correct Entry Type
[» Generate Invoices
[> Locate Bills
[ Review Billing Information
[» Review Processing
Results
[ Customers
[> Accounts Receivahle
[> Wiarklist
[» Tree Manager
[» Reporting Tools

[» PeopleTools

— Chande Wy Password
— Lty Personalizations
— Wiy Systern Profile

— bty Dictionary

| | [med | N

Bill Header From Date: l:l To Date: l:l

Return ta Bill Entry

[E Save | S\Returnto Search | [=] Notify

Step Action

29. The Recurring Bill Schedule page will display. Enter the start date and end date

to establish the period for the recurring billing.

Enter or select the desired information for the Start Date field. For this training
example, enter *01/01/2008"

30. Enter or select the desired information for the End Date field. For this training

example, enter "12/31/2008".

31. Click to select the Pre-Assign Invoice Numbers option.

Note: The template and the recurring invoices generated by the template will have
different numbers.

| [ Pre-Assign voice Numhers|
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e I8 A O e =~
: G = \iLI \ELI - ) = ﬁ ‘:‘
Search: Mew Window | Help | Customize Page | 5}
b iy Favorites { Recurring Bill Schedule
[> UM Applications
[> Set Up FinancialsiSupply Unit:  UMSYS Template Invoice: INVO045934
Chain Generate
[» Banking Start Date:  |01/012008 |[3 [“]Pre-Assign Inveice Numbers butten
(7 EILIME EndDate;  |120312008 |5 [Juse Header Dates For Lines

[ Interface Transactions
= Maintain Bills

Recurring Schedule Find [viewal  First [4]4.0r 1 [ Last
Generate Date Invoice Date Invoice Inv Generated? Date El

— Create Consolidated MEXT M
Header

— Standard Billing
— Recurring Bill Schedules

— Aftach and Detach Bills Bill Header From Date: To Date:

— Copy Single Bill
— Adjust Entire Bill
— Adjust Selected Bil
Lines
— Bill Surnmary
— Correct Entry Type
[> Generate Invoices
[> Lacate Bills
[» Review Billing Infarmation Eeturn ta Bill Entn
[ Review Processing
Results
g .gcucscrimsr;eceivab\e B save | E\Rsturnta Search | [=] Matity
[> Wiarklist
[» Tree Manager

32. Click the Generate Rev. Rec. Schedule button to generate the billing cycle.
%

33. View and update the appropriate fields and make any necessary changes.
PeopleSoft populates all the fields based on current information and extends the
recurring billing for the period that you select.

When all information is correct, click the Save button to replace "NEXT" with a
pre-assigned invoice number.
Bl save |

If you generate a schedule and if you change the end date to be further in the
future than originally defined, the Extend button appears on the page. This
button allows you to generate the additional recurring bill dates and pre-
assigned invoice numbers.

Selecting Generate does not create the recurring bills. Instead, you generate
a schedule of dates and pre-assigned invoice numbers, if indicated, for the
Generate Recurring Bills process. The recurring bills are then created
during the nightly processing based on the Generate Date on the
Recurring Bills Schedule page. When the Inv Generated? status on this
page is Y (Yes), this means that the bills have been created and are waiting
with a status of RDY (Ready) to be finalized and printed.

Step Action

34. Click the Return to Bill Entry link.
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0-0 R

B L% e

ORACLE’
Menu &
Search:

®

[ My Favarites
[» UM Applications
[» et Up Financials/Supply
Chain
[> Banking
= Billing
[ Interface Transactions
< htaintain Bills
— Standard Billing
— Recurring Bill Schedules
— Create Consolidated
Header
— Aftach and Detach Bills
— Copy Single Bill
— Adjust Entire Bill
— Adjust Selected Hill
Lines
— Bill Summary
— Correct Entry Type
[> Generate Invoices
[* Locate Bills
I» Review Billing Infarmation
[ Review Processing
Results
> Customers
[» Accounts Receivable
[ Worklist
[> Tree Manager
> Repotting Tools
[» PeopleTools
— Change iy Password
— My Personalizations
— Wiy Systern Profile
— Lty Dictionary

/ Header -nfo 1 \_Line-Info1

M Yindow | Help | Customize Page | 5,

Unit:  UmM3vS  Invoice: INVO048934

¥
Status: Q Invoice Date: |12/17/2007 |5 curr: usp £

‘Type: Q Source:

‘Cust : 110000 A address SubCust1:

Pretax Amt: 44.94 UsSD

|:|Q Installment Bill Schedule
Frequency: Recutring Bill Schedule

BARTON SCHOOL DIST

CyclelD: |QRTLY QU “mwvoice Form: STAMDARD |CL From Date: I:l@ To Date: l:l@
Pay Terms: Q Pay Method: Q & Remit To: | 10801 |2, Bank Account: Q

Accounting l:lEﬂ Account:

Date:

Sales: Q Bill Inquiry Phone: | ‘Q

Credit: Q Collect:

Goto: Headerinfo2 Address CopyAddress Motes  Express Entry

L 1
SubCust2: l:l

132200 QAR Distibution

Q Biller: Q Billing Authority: Q

Summary  Bill Search  Line Search

B save ‘ L\Return to Search | =] ractity

Nawigati .‘Header-lnfm V| Prev  Mext

L Refresh | Bt

Header - Info 1 | Line - Info 1

Step Action

35. The Header - Info 1 tab will display again.

Click the Look up Status button.

[

36. Click the Ready to Invoice link.

[BDY |Readyta Invoice|

37. Click the Save button.

38. You have successfully completed the procedure for setting up a recurring bill

template. Your invoices will be generated based on the Generate Date on the
Recurring Bill Schedule page.
End of Procedure.
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Set Up Recurring Bill after Entering Invoice but Prior to Post

If you do not establish the recurring bill during invoice input and the overnight updating process
has not run, you can still select your bill and set it up as a recurring bill template. Remember:
Once the overnight process has run, you cannot use a billing to create a recurring invoice.

Procedure

@ Navigation: Billing > Maintain Bills > Standard Billing

O0- O KR ¢
ORACLE
Meru O]

Search: Mesw windme | Helg | o

®
> My Favories Bill Entry
[ Ul Applications Enter any infarmation you have and click Search. Leave fields blank for a list of all values
[» et Up Financials/Supply
Chain " Find an Existing Value {__Add & New alug ',
[> Banking
(= Billing

I+ Interface Transactions Business Unit: UMSYS Q

< htaintain Bills

Invoice: beging with +
— Slandard Billing [0eg I &
— Recurring Bill Schedules Bill Status: = v‘ | v|
— Create Consolidated .
Epp— Customer: beqins with vH |Q
— Aftach and Detach Bills Contract: | begins with | |

— Copy Single Bill

— Adjust Entire Bill Bills in Business Unit: l:lq

—Adjust Selected Hill i - =
SINIEE AL Template Invoice Flau.| = v‘
Lines

- Bill Summarr [case Sensitive
— Correct Entry Type
EE;:;S;:;WICES Search ‘ Clear ‘ Basic Search Saws Search Criteria
I» Review Billing Infarmation
[ Review Processing
Results
> Customers
[» Accounts Receivable
[ Worklist
[> Tree Manager
> Repotting Tools

Find an Existing value | Add a Wew value

[» PeopleTools

— Change iy Password
— My Personalizations
— Wiy Systern Profile

— Lty Dictionary
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Step Action

1. Instead of selecting the Add a New Value page, use the Find an Existing Value
page to look for the bill that you want to use to create a recurring invoice.

For this training example, search based on the invoice number. Enter "INV004"
into the Invoice field..

2. Click the Search button.
3. For this training example, click on INVV0048920 in the Invoice column.
INVO04E620

0- O HRA¢

ORACLE
Add to Favorites
Search: Mew Wiindow | Help | Customize Page | 15,
&

b Wy Favariies { Header -nfo 1\ Line-Infa 1

[ Ul Applications

[» Set Up Financials/Supply Unit:  UMSYS  Invoice:  INVOD48370 Pretax Amt: 1,500.00 USD
Chain
- ¥
b gf"l"’_‘k'”g Stas:  [NEWQ Invoice Date: |012/07/2005 |[5] curr: uso
(= Billing

Installment Bill Schedule
> Intetface Transactions Type: Q Source: l:IQ ‘Frequency: Recurting Bill Schedule
= Mairtain Bills

— Standard Billing c : 103406 A address SubCust1: l:l

— Becurring Bill Schedules SLATER HIGH SCHOOL SubCust2: |:|
— Create Consalidated

Header Cycleln: DALY S “mvoice Form: STANDARD |2 From Date: I:I@ To Date: l:l@

— Attach and Detach Bills

— Copy Single Bill Pay Terms: Q Pay Method: Q = Remit To: |10601 | Q) Bank Account: Q,
— Adjust Entire Bill Accounting ) T3za00 o
— Adjust Selected Bil l:IE;I Account: Q AR Distribution

Date:

Lines
— Bill Summa Sales: Q Bill Inquiry Phone: | ‘Q\
T omest Lo ] : ] - ]
Correct Enry Tyae credi.  [MA_|Q Collect: UMORENEQL  piter: [UMORETQL Biling Autharity: ||

[» Generate Invoices
I Locate Bills Goto: Headerinfo2 Address CopyAddress  Motes  Express Entry
[ Review Billing Information
[ Review Processing
Results
[ Customers B save ‘ L\ Return to Search | +[E Previous in List | el ‘ [=] rotiy | ts Refresh ‘ [ErAdd
[> Accounts Receivable
I Warklist Header - Info 1 | Line - Irifio 1
I Tree Manager
I» Reporing Tools

Summary  Bill Search  Line Search Navigation: ‘Header— Infa 1 v| Prev Mext

[» PeopleTools

— Change Wy Password
[~ Wiy Personalizations
— My Systern Profile

— Wiy Dictionary

Step Action
4. Follow the steps for creating a recurring bill template. Refer to the "Set Up a
Recurring Bill Template" topic for instructions.
5. End of Procedure.
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Manage a Recurring Bill Template

A recurring bill template can be accessed by the normal billing process. This access allows you to
adjust the Recurring Bill Schedule. The recurring schedule controls the period of time during
which the recurring bill will be issued. If the time frame changes, the adjustment is made by
accessing the recurring bill template, changing the date range on the Recurring Bill Schedule, and
regenerating the recurring bill cycle.

Procedure

@ Navigation: Billing > Maintain Bills > Standard Billing
OR
Navigation: Billing > Maintain Bills > Recurring Bill Schedules

0-0-HRA¢
ORACLE
[T

Search: Mesw windm | Hels | o5

()

[ My Favorites Bill Entry

Add to Favorites

> UM Applications Enter any information you have and click Search. Leave fields hlank for a list of all values
[» Set Up Financials/Supply
Shain | Find an Existing Value {__Add & New Value
[ Banking
[~ Billing

I* Interface Transactions Business Unit: - UMBYS Q

< htaintain Bills

- - Invoice: |begms with v“ |
— Standard Billing
— Recurring Bill Gchedules | Bill Status: = v ~|
— Create Consolidated .
Header Customer: heging with vH| |Q
— Attach and Detach Bills Contract; | heging with H |
— Copy Single Bill
— adiust Entire Bill Bills in Business Unit: - l:lq
e .
&djust Selected Bill Template Invoice Flag: = vl <
Lines
— Bill Summare [case Sensitive

— Correct Eniry Type
EE;:;?EJEVUICES Search ‘ Clsar ‘ Basic Search Sawe Search Criteria
I» Review Billing Information
[» Review Processing
Results
> Customers
I Accounts Receivable
[ worklist
[» Tree Manager
[» Reporing Tools
> PeopleTools
— Chane Wy Password
— Wiy Personalizations
— bty Systern Profile
[ Lty Dictionary

Find an Existing value | Add a Mew Value
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Step Action

1. Use the Find an Existing Value tab to search for your billing template.

Enter or select the desired information for the Customer field. For this training
example, enter "110000".

E;) Note: If you do not know your customer number, selecting Recurring Bill
from the Template Invoice Flag list and clicking the Search button will list
all templates currently on file.

Step Action

2. Click the Recurring Bill list item in the Template Invoice Flag list.
3. Click the Search button and then double click on the template that you would like
to adjust.
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C-©0 HNRAG LY
ORACLE'
Meru &

Search:

®

@ 2% mW-)d S

[ Header -Info 1 \_Line-Infoi

W -
."r: [

Home Sign out

Mew Window | Help | Custormize Page | 5]

[> My Favarites
> UM Applications

- git Up Financials/3uppy Unit:  UmSYs  Invoice:  MVO043334 Pretax Amt:
ain
i gell‘nking Status: Q Invoice Date: |12/18/2007 | curr: U
[ Billing
[> Interface Transactions ‘Type: Q Source: I:IQ ‘Frequency:
= Maintain Bills
Standard Billing O 1 [110000 QU address SubCust:
— Recurring Bill Schedules BARTOM SCHOOL DIST SubCust2:

— Create Consolidated

2,

4404 USD
¥
o o
Installment Bill Gchedule

Recurring Bill Schedule

L s
Bank Account; AL |,

Billing Authority; CASRESCTCL

|| prev Hex

[> Accounts Receivahle
[ Wiarklist

[» Tree Manager

[» Reporting Tools

[ PeopleTools

— Chande My Password
— Lty Personalizations
— bty Systern Profile

— bty Dictionary

Header - Info 1 | Line - Info 1

B :r?:cdhegnd Detach Bills Cycleln:  |[9RTLY Q ‘Ivoice Form: STANDARD | From Date: l:l@ To Date:
— Copy Single Bl Pay Terms: (N30 |2, Pay Method: [cnka, & Remit To: | 10601 |2,
wn P y
- Adiust Entire Bill Accounting l:IEg Account: 132200 |2 AR Distribution
Adjust Selected Bill Date: -
Lines . a . . . | ‘Q
— Bill Summa Sales: Bill Inquiry Phone:
- Py T 3 .
3 G;%rrr:tcetlicgicgs : Creai:  [NA @ Collect OASRESCYQ.  piler: [CASRERQ,
[> Locate Bills Goto: Headerinfo? Address CopyAddress  Motes  Espress Entry
[ Review Billing Information . .
b Review Processing Surnrnary  Bill Search  Line Search Navigation: ‘HEEUEF- Info 1
Results
[> Customers E Save ‘ L\ Return to Search | [=] mctity % Refresh |

[E A

Step Action

The Header - Info 1 tab for the invoice will display.

Click the Recurring Bill Schedule link.
|Recurring Bill Schedule
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C-0 MRAG PO 3% @ Ji3

Search: M Window | Help | Custornize Pare | 5,
& My Favarites Recurring Bill Schedule
[ UM Applications
I Set Up Financials/Supply Unit:  UmSYS  Template ivoice: INVOD48934
Chain L
[ Banking StartDate:  [[1/01/2008 |5 [“IPre-Assign Invoice Numbers <
= Billing . .
b (e TR s End Date: 12i31/2008 |51 [JUse Header Dates For Lines
_ Mamam Bills Recurring Schedule 2l o
— Standard Billing
— Recurring Bill Schedules Generate Date Invoice Date Invoice Inv Generated?  Date =
- Create Consolidated 121282007 | [o1/0172008 | [Invon4sazs | "
Header
— Aftach and Detach Bills Bill Header From Date; |01/01/2008 To Date: 03r31iz008
— Copy Single Bill

— Adjust Entire Bill
— Adjust Selected Bil

Lines Generate Date Invoice Date Invoice Inv Generated?  Date =
~ Bill Burimary 032812008 | [040172008 | [Invon4saze | M
— Lorrect Entry Thoe .
5 G;]zrrr:tcét Iicgicgs = Bill Header From Date: |04/01/2008 To Date: 0B/30/2008
[> Locate Bills

[ Review Billing Information
[» Review Processing
Results
E chlcsotE::SEEeceivable B Save | LAReturnto Search Mtity
[> Wiarklist
[» Tree Manager
[» Reporting Tools
[» PeopleTools
— Chande Wy Password
— Lty Personalizations
— Wiy Systern Profile
— bty Dictionary

Retutn to Bill Entry

Step Action

5. Change the Start Date and End Date fields as needed. For this training example,
change the start date to "06/01/2008".

Note: If a recurring invoice has been generated, PeopleSoft will only allow you to
change the End Date. If an invoice has not been generated, you may change both

dates.

6. Enter the desired information into the End Date field. For this training example,
enter "06/30/2009".

7. Click the Re-generate Recurring Bill Schedule button.

8. PeopleSoft issues a warning that all unbilled lines will be adjusted.

Click the OK button.

9. The system defaults back to "NEXT" for invoice numbers.

Click the Save button to reassign the recurring invoice numbers.
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Step Action

10. Click the Return to Bill Entry link to go back to the original invoice.

11. Ensure the Status is RDY (Ready to Invoice).

12. You have successfully completed the procedure to manage a recurring bill
template.
End of Procedure.
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Hold or Cancel an Invoice

After you enter and save an invoice, the status of the invoice will remain RDY. Each evening all
invoices in New or RDY status will automatically process. If you do not want an invoice to
process, change the status to HOLD (HLD) and save. When you decide you are ready for it to
process, change the invoice date and the status to Ready and re-save.

Procedure

@ Navigation: Billing > Maintain Bills > Standard Billing

O0- O KR ¢
ORACLE
Meru &

Search: Mesw windme | Helg | o
> My Favorites Bill Entry

[» UM Applications Enter any information you have and click Search. Leave fields blank for a list of all values
[» et Up Financials/Supply

Chain " Find an Existing Value {__Add & New alug ',
[> Banking

= Billing

Add to Favarites

I+ Interface Transactions Business Unit: UMSYS Q

< htaintain Bills

Invoice: begins with
— Slandard Billing [0eg I &
— Recurring Bill Schedules Bill Status: = v‘ | v|
— Create Consolidated .
Epp— Customer: begins with vH |Q
— Aftach and Detach Bills Contract: | begins with | |
— Copy Single Bill
— Adijust Entire Bill Bills in Business Unit: - l:IQ
—Adjust Selected Hill
SO Template Invoice Flag: | = v | |
Lines
- Bill Summary [Icase Sensitive

— Correct Entry Type
[> Generate Invoices
[ Locate Bills Search ‘ Clear ‘ Basic Search Save Search Critetia

[> Review Billind Information

Step Action

1. Conduct a search using the Find an Existing Value tab to find the invoice you
want to put on hold.

Enter the desired information into the Invoice field. For this training example,
enter "INV004".

2. Click the Search button.

3. For this training example, click the INVV0048934 link in the Invoice column.
IMWO0485934
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O0- O KR ¢

Search: Mew Window | Help | Customize Page | /5,
Wy Favariies / Header -nfo 1 \_Line-Info1
[> UM Applications R,
I Set Up Financials/Supply Unit:  UMSYS  Invoice:  INVO048934 Pretax Amt: 4494 USD

Chain

: ¥

I Banking Status: Q Invoice Date: |12/18/2007 |5 curr: usp £
[+ Billing _ Installment Bill Schedule

[ Interface Transactions ‘Type: Q Source: I:lQ ‘Frequency: Eecurting Bill Schedule

< haintain Bi

Bills

d Billing *Customer: |110000 A address SubCust1: l:l
- sweostz [ ]
— Create Consolidated BARTON SCHOOL DIST

Attt 20 Detach e CyelelD:  |GRTLY QU nvoice Form: STANDARD | Frombate: | [ ToDate: [ =
— Copy Single Bill Pay Terms: Q Pay Method: a® Remit To: | 10601 | Bank Account: a
— Adjust Entire Bill Accounting l:lg Account: 132200 QAR Distibuion

— Arjust Selected Bil Date:

Lines
— Bill Summary Sales: Q Bill Inquiry Phone: | ‘Q
— Lorrect Eniry Type o 1 p— -
Cone ey Troe Credit: Q Collect: CASRESCTQU  iller: |CASREEQ Billing Authority: CASRESCICL

[> Generate Invoices

[ Locate Bills Goto: Headerinfo 2 Address  CopyvAddress  Motes  Epress Entry
> Review Billing Infarmation

O Surmmary  Bill Search  Line Search Navigation: ‘HESUEF- Info 1 "| Prev  Mex
Results
[> Customers & Save ‘ L\Return to Search | 4[5 Previous in List | 4[5 Mext in List ‘ [=T rctify | 4 Refresh ‘ Eradd
[» Accounts Receivable
[ Warklist Header - Info 1 | Line - Info 1

[> Tree Manager

> Repotting Tools

[» PeopleTools

— Change iy Password
— My Personalizations
— Wiy Systern Profile

— Lty Dictionary

Step Action

4. The invoice's Header - Info 1 information will display.

Click the Look up Status button.

[

5. To keep an invoice from being processed, click the Hold Bill link.
6. Click the Save button to complete the status change.

Note: To cancel an invoice after the invoice number has been assigned, change
the status to CAN and re-save.

7. You have successfully completed the procedure for changing the status of a NEW
or RDY invoice to HLD (Hold) or CAN (cancel).
End of Procedure.
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Bill Adjustments

Bills can be adjusted the day they are created by using the update/display feature on the Billing
page. This lesson covers the methods for adjusting invoices that have already been processed.

Bills can be adjusted and credited by using PeopleSoft pages to save both time and effort. To
adjust or credit an invoice, use either the Adjust Bill or the Adjust Selected Bill Lines page.
These methods also leave a trail in PeopleSoft so that you can see any adjustments or credits

made to an invoice. All of these generate invoices that are sent to the customer. Adjustments
that are not sent to the customer can be done by the accounting offices only.

Note: Please contact Accounts Receivable in your accounting office if the types of credit

adjustments discussed in this lesson do not meet your needs.

Adjust Entire Bill - Credit an Entire Bill (No Rebilling)

In the Adjust Entire Bill function, the Credit Entire Bill option allows you to create a credit of the
entire invoice.

Procedure

@ Navigation: Billing > Maintain Bills > Adjust Entire Bill

O O HERC
Add to Favorites
Search: Mew Windmw | Helg | (&
b My Favarites Adjust Entire Bill
[ UM Applications Enter any infarmation you have and click Search. Leave fields blank for a list of all values
I Set Up FinancialsfSupply
Chain Find an Existing Value
[> Banking
= Billing
[ Interface Transactions Business Ull'ﬁ: UMSYE Q,
= Maintain Bills . " -
 Standard Billin Inwvoice: ‘ begins with ” |
— Recurring Bill Schedules C . ‘beginswith v” |Q
— Create Consalidated
Hearer Contract: [begins with v |
— Attach and Detach Bills [case Sensitive

— Copy Single Bill

— Adjust Entire Bill
— Adjust Selected Bil

Search Clear | pasic Search Savs Search Ctitsria

Lines
~ Bill Surnrnary
— Correct Entry Type
[» Generate Invoices
[> Locate Bills
[> Review Billing Infarmation
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Step

Action

1.

Enter the invoice number that you want to credit into the Invoice field. For this
training example, enter "INV0048456".

Click the Search button.

Q-0 ¥

Ee

Search:

[ My Favarites
[» UM Applications

Chain
[> Banking
(= Billing
[ Interface Transactions
< htaintain Bills
— Standard Billing

Header

— Copy Single Bill
— Adjust Entire Bill

— Adjust Selected Bil
Lines

— Bill Surmmary

— Correct Entry Tvpe
[» Generate Invoices
[> Locate Bills

[ Review Processing
Results
> Customers
[> Accounts Receivable
[ Wiarklist
I Tree Manager

ORACLE’
Menu &

[» et Up Financials/Supply

— Recurring Bill Schedules ) Credit Entire Bill
— Create Consolidated

— Aftach and Detach Bills

[ Review Billing Information

M Yindow | Help | Customize Page | 5,

@ Adjust Entire Bill

Unit: UM Bill To: 110000 Invoice 300.00 USD
Amt;

Invoice:  [NVDD4B456 BARTOM SCHOOL DIST

@ No Bill Action ‘creditBil:  [NEXT |
RebilBil:  [MNExT | Header Info 1

(I Credit & Rebil

& Save | JSlReturnio Search | [S]hdlifty | & Refresh

Step Action

3. Check the information to confirm that this is the correct invoice. Click the Credit
Entire Bill option.

4. Click the Save button.

5. An invoice number appears in the Credit Bill field; this is a credit of the original
bill. The original invoice number will print on this credit, so the customer will
know what the credit is for.

6. If you want to put an additional note on the credit invoice, click the Header Info 1
link. Otherwise, the transaction is complete.

7. You have successfully completed the procedure for crediting an entire bill (no
rebill).

End of Procedure.
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Adjust Entire Bill - Credit an Entire Bill and Rebill

In the Adjust Entire Bill function, the Credit and Rebill option allows you to create a credit of the
original invoice and a rebill invoice with one action. For example, you could use this option when
the bill's quantity or customer is incorrect. Once the new bill has been created, you can make any

corrections required to bill correctly. The credit bill is created with a status of RDY (Ready) and
the rebill is created with a status of INV (Invoiced).

Procedure

@ Navigation: Billing > Maintain Bills > Adjust Entire Bill

O - © KA
Search: Mew Windmw | Helg | (&
b Wy Favorites Adjust Entire Bill
[ UM Applications Enter any infarmation you have and click Search. Leave fields blank for a list of all values
I Set Up FinancialsfSupply
Chain Find an Existing Value
[> Banking
= Billing
[ Interface Transactions Business Ull'ﬁ: UMSYE Q,
= Maintain Bills . " -
 Standard Billin Inwvoice: ‘ begins with ” |
— Recurring Bill Schedules = . ‘beginswith v |Q
— Create Consalidated
Hearer Contract: [begins with v |
— Attach and Detach Bills -
— Copy Single Bill [case Sensitive
— Adjust Entire Bill
— Adjust Selected Bill Search Clear | pasic Search Save Search Criteria
Lines
— Bill Summary

— Correct Entry Type
[» Generate Invoices
[> Locate Bills
[> Review Billing Infarmation

Step Action

1. Enter the invoice number that you would like to credit and rebill into the Invoice
field. For this training example, enter "INV0048445".
2. Click the Search button.
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Q-0 HRAG L, RHm-LJA B w-ox

ORACLE
Meru &

Search: e indow | Help | Custormnize Page | o5

[> My Favorites Adjust Entire Bill
[ UM Applications
[> Set Up Financials/Supply

Chain
[> Banking Ivoice:  |NVOD45445 BARTON SCHOOL DIST

(= Billing
[» Interface Transactions

= Maintain Bills
— Standard Billing  No Bill Action ‘Credit Bill: l:l
- Becurring Bill Schedules O credit Entire Bill Rebmgm: [vET Header Info 1
— Create Consolidated . . .
Fioador O Credit & Rebill
— Aftach and Detach Bills
— Copy Single Bill
— Adjust Entire Bill

Add to Favorites

Unit: UMSYS Bill To: 110000 Imvoice G75.00 USD
Amt:

— Adjust Selected Hill
Lines

— Bill Surmmary
— Correct Entry Tvpe
[» Generate Invoices
[> Locate Bills
[ Review Billing Information
[» Review Processing
Results

> Customers Bl save

b Accounts Receivable LAReturnto Search | [=]Natify | s Refresh

Step Action

3. Check the information to confirm that this is the correct invoice. Click the Credit
& Rebill option.

O Credit & Rebill

4, Click the Save button.
5. Two new invoice numbers have been created.

The invoice number in the Credit Bill field is the credit invoice and it will
reference the number of the original invoice for the customer.

The invoice number in the Rebill Bill field is an exact duplicate of the original
invoice, so it will need to be corrected.

6. Click the Header Info 1 link to the right of the Rebill Bill field to make
corrections to the rebill invoice.

Header Info 1

7. A new window with the rebill will display.

The rebill, which is a copy of the original bill, needs to be updated so that the
new bill will be correct. You will need to navigate to the page(s) that need to be
corrected, make corrections, and click on the Save button. (Both the credit and the
rebill will process nightly with new invoice numbers.)

When finished, you click on the X in the upper right-hand corner of the window to
close it.
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Step Action

8. You have successfully completed the procedure for crediting an entire bill and
rebilling.
End of Procedure.

The following is a sample of a credit invoice produced using the Credit & Rebill option.

University of Missouri
CREDIT INVOICE

Page: 1
Invoice No: INV0122789
Invoice Date: 11/01/2007
Customer Number: 0000036000
P.O. Number
Customer: Payment Terms: N30
Due Date: 12/01/2007
HYDRO SUPPLIERS Federal Id Number: 43-6003600
1230 S LINDEN DR
VIOLA IL 61486
CREDIT AMOUNT: -480.00 usb
For billing questions, please call MATERIAL RESEARCH CTR
Original Invoice: INV0121519 10/16/2007
Line Adj Identifier Description Quantity uom Unit Amt Net Amount

Credit on original invoice 0121519. To be rebilled at $75 on seperate invoice.

1 SAMPLES Hitachi 54700 (3.00)HRS 160.00 (480.00)
For samples ran cn the Hitachi 84700 on July 31, 2007.

SUBTOTAL: (480.00)

TOTAL AMOUNT DUE : (480.00)

PLEASE DETACH THIS BOTTOM PORTION AND RETURN WITH YOUR PAYMENT IN THE ENCLOSED WINDOW ENVELOPE.
MAKE CHECKS PAYABLE TO THE UNIVERSITY OF MISSOURL.

We accept [ 1VISA [ 1MASTERCARD [ 1DISCOVER
Invoice No: INV0122789 Please check credit card used.
Customer Number: 0000036000 Credit Card Number: T O
Due Date: 12/01/2007
CREDIT AMOUNT: -480.00 Cardholder Name: Exp
(Please print) Date: I
Amount Enclosed: Cardholder Signature:
Customer:
REMIT TO:
HYDRO SUPPLIERS Aimmmmimairmimimmiirmmi
1230 S LINDEN DR University of Missouri-Rolla AR
VIOLA IL 61486 P.O. Box 806010

Kansas City, MO 64180-6010

95401227890000000000261883-000000000480009
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Adjust Selected Bill Lines - Create a Reversal and Rebill

Within the Adjust Selected Bill Lines function, the Create Reversal and Rebill option allows you
to credit one item on an invoice instead of the entire invoice. The credit/rebill will show a credit
for the original item and the corrected charge to rebill.

Procedure

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

O0- O KR ¢

Search: Mesw windme | Helg | o
& Wiy Favarites Adjust Selected Bill Lines
[ Ul Applications Enter any infarmation you have and click Search. Leave fields blank for a list of all values
[» et Up Financials/Supply
Chain Find an Existing Value
[> Banking
(= Billing
I+ Interface Transactions Business Unit: UMSYS Q
= Maintain Bills T
 tandard Rillin Invoice: ‘ beding with |+ H |
- Becurting Blll Sthedules|  customer: | begins with || |Q
— Create Consolidated
Header Contract: ‘ henins with » ” |
— Aftach and Detach Bills .
— Cony Bingle Bil [case Sensitive
Search ‘ Clear ‘ Basic Search Sawe Search Criteria

— Correct Entry Type
[> Generate Invoices
[* Locate Bills
I» Review Billing Infarmation
[ Review Processing
Results
> Customers
[» Accounts Receivable
[ Worklist
[> Tree Manager
> Repotting Tools
[» PeopleTools
— Change iy Password
— My Personalizations
— Wiy Systern Profile
— Lty Dictionary

Step Action

1. Enter the number of the invoice that you want to adjust into the Invoice field. For
this training example, enter "INV0012613".
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Step Action

2. Click the Search button.

O0- O HERA¢

Add to Favarites

Search: M Yindow | Help | Customize Page | 5,
b Wiy Favarites Adjust Selected Bill Lines
b UM Applications Unit: UMEYS Bill To: 12000 Iveice 975.00 USD
[» et Up Financials/Supply Amit:

Chain .

: RED ROCK SCHOOL DIST

b Banking Invoice: IMNvOO12613
= Billing

[> Interface Transactions @ No Bill Action Adjust Selected Lines ‘Adjustment: l:l

 Maintain Bills Line Opt: ‘ b | Total Lines Adjusted:

— Standard Billing

— Recurring Bill Schedules . I:l Date

— Create Consolidated 0|)eran(l:l:|q Llne:l:l Ref: DQ Value: Q Sel: Q 0|)eran(l:|:|q Date:l:l@
Header

— aftach and Detach Bills 1 Tez Of3 Sort: Q b

— Lony Sinale Bill Select Bill Lines Find | Wiew: A First ] 1.2 ot 2 [M] Last
_ Sel Line  Seq | ldentifier || Purchase Orde » || Chrg Fri s | Met Ext | DIS[T
Bill sumrmany D 1 1 MMF COMNF FEE 3115-2 B¥5.000
- CnrrectEnt[yTy I}
[» Generate Invoices
b Locate Bills _ E 2 3 MMNF CONF FEE 3115-2, 5163, 5164 300.000
[ Rev!ew Billing Information 25165
[ Review Processing
Results
[» Customers
DAccuu_nts Receivable
Ei\:grekll\ldsatnager B save | LiReturnto Search | [S]Naotify | <L Retresh
[» Reporting Tools
[» PeopleTools
— Chanoe My Passward
[ ME Personalizations
— Wiy Systern Profile
— bty Dictionary
Step Action
3. The Adjust Selected Bill Lines page will display.
Click the Adjust Selected Lines option.
| © Adiust Selected Lines|
4, Click the Cancel button.
5. Click the Create Reversal and Rebill list item in the Line Opt drop-down list.
e ersal and Rehill
6. Select the line you want to adjust. For this training example, click on the Sel box
to the left of the first line item.
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Step Action
7. Click the Save button.
An invoice number for the adjustment is generated.
Click the Bill Line Info 1 link to view the lines on the new invoice.
Bill Line Info 1
10. You correct this page; it will be the rebill line. The new invoice will have a credit
line and a rebill line.
When finished, you click the Save button and click the X in the upper right-hand
corner of the window to close it.
Note: The original invoice number will print on the invoice, but you may want to
add additional notes to the invoice at this time.
11. You have successfully completed the procedure for creating an invoice with a
credit for a selected line and a rebill for that line all on the same invoice.
End of Procedure.
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Adjust Selected Bill Lines - Create Credit Invoice for One Line

Within the Adjust Selected Bill Lines function, the Credit Line option allows you to credit one
line of an invoice rather than the entire invoice.

Procedure

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

Q0 O HNRG LK RS E-JdS

Search: Mew Windmw | Helg | f5)
& My Favorites Adjust Selected Bill Lines
[ Ul Applications Enter any information you have and click Search. Leave fields blank for a list of all values
[» Set Up Financials/Supply
Chain Find an Existing Value
[» Banking
(= Billing
I+ Intetface Transactions Business Unit: UMSYS (e}
= Maintain Bills - - -
D etandard Billin Invoice: ‘ begins with v | |
- Recurring Bill Schedules| ¢ + [begins with v (e
— Create Consolidated
Header Contract: ‘ heging with ” |

— Aftach and Detach Bills
— Copy Single Bill
— Adjust Entire Bil

[Icase Sensitive

Search ‘ Clear ‘ Basic Search Save Search Criteria

— Bill Surmmary
— Correct Entry Tvpe

[» Generate Invoices

[> Locate Bills

[ Review Billing Information

[ Review Processing
Results

> Customers

[> Accounts Receivable

[ Wiarklist

I Tree Manager

[» Reporting Tools

[» PeopleTools

— Change Wy Password

[~ Wiy Personalizations

— My Systern Profile

— Wiy Dictionary

Step Action

1. Enter the number of the invoice that you want to adjust into the Invoice field. For
this training example, enter "INV0012613".
2. Click the Search button.
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Q- O XRAC¢

ORACLE
Menu &
Search:

®

[ My Favarites
[» UM Applications
[» Set Up Financials/Supply
Chain
[ Banking
= Billing
[» Interface Transactions
= Maintain Bills
— Standard Billing
— Recurring Bill Schedules
— Create Consolidated
Header
— Aftach and Detach Bills
Copy Sinale Bill

M Yindow | Help | Customize Page | 5,

Adjust Selected Bill Lines

Invoice

Unit: LUMSYS Bill To: 12000 47500 USD
Amit:
Invoice:  [MNYDD1 3613 RED ROCK SCHOOL DIST
(&'No Bill Action ) Adjust Selected Lines *Adjustment: l:l
Line opt: | ~|| | | Total Lines Adjusted:

0|)eran(l:|:|Q Line:l:l Ref: EIO\ Value:|:|Q gz::e O\ 0|)eran(l:|:|O\ Date:l:lri_g
Sort: Q 3

Find | %

1 To 2

of 2

Select Bill Lines

Sel Line  Seq |ldentifier || Purchase Orde » || Chrg Fri s | Met Ext _.I D|T
= Bill Surnmary O 1 1 MMF COMF FEE 3182 B745.000
— Correct Entry Type
[> Generate Invoices
E Ezz?ésv%::ﬁng Informatian = z 2 MNFCONF FEE ;1;55-? B16E, 8104 300,000
[ Review Processing
Results
[> Customers
DAccou_nts Receivahle
Ei\:grekll\ldsatnager B save | LiReturnto Search | [S]Naotify | <L Retresh
Step Action
3. The Adjust Selected Bill Lines page will display.
Click the Adjust Selected Lines option.
| O Adjust Selected Lines|
4. Click the Cancel button.
5. Click the Credit Line list item in the Line Opt drop-down list.
6. Select the line item(s) that you want to credit. For this training example, click on
the Sel box to the left of the second line item.
7. Click the Save button.
An invoice number is generated for the credit invoice.
The credit will be posted and sent to the customer with the nightly process. It will
reference the original invoice number when it prints out for the customer. If
additional comments are needed, navigate to the invoice by clicking the Bill Line
Info 1 link or Header Info 1 link to go into the invoice pages. Make any changes
and resave.
10. You have successfully completed the procedure for creating a credit invoice for
selected line item(s).
End of Procedure.
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The following is a sample of a credit invoice produced using the Credit Line option.

University of Missouri
CREDIT INVOICE
Page: 1
Invoice No: INV0117715
Invoice Date: 08/22/2007
Customer Number: 10000
P.O. Number
Customer: Payment Terms: N30
Due Date: 09/21/2007
HARTFCORD CTY EXT Federal Id Number: 43-6001000
1600 BROADWAY
SPRINGFIELD MO 65802
CREDIT AMOUNT: -184.00 usb
For billing questions, please call
Original Invoice: INV0115906 07/25/2007
Line Adj Identifier Description Quantity uoMm Unit Amt Net Amount
1 0+ MCHCP MEDICAL MCHCP Medical Coverage (1.00)ER 1B84.00 (184.00)
medical premium employee only August 1 - September 1, 2007;
crediting line of INV011590%, August health premium; resigned
07/31/2007
SUBTOTAL: (184.00)
TOTAL AMOUNT DUE : (184.00)
PLEASE DETACH THIS BOTTOM PORTION AND RETURN WITH YOUR PAYMENT IN THE ENCLOSED WINDOW ENVELOPE.
MAKE CHECKS PAYABLE TO THE UNIVERSITY OF MISSOURI.
We accept [ 1VISA [ 1 MASTERCARD [ 1 DISCOVER
Invoice No: INV0117715 Please check credit card used.
Customer Number: 10000 Credit Card Number: L o v |
Due Date: 09/21/2007
CREDIT AMOUNT: -184.00 Cardholder Name: Exp
(Please print) Date: [/
Amount Enclosed: Cardholder Signature:
Customer:
S— REMIT TO:
HARTFORD CTY EXT II”IIIIIIIIIII”IIIIIIIIIIIIII"IIIIII”IIIIIIII"I
I ERDADIAY University of Missouri-Columbia AR
SPRINGFIELD MO 65802 PO HDX 807012
Kansas City, MO 64180-7012
95401177150000000000036118-000000000184001
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Invoice Printing

Print a Proforma Invoice

A proforma is not a formal invoice but is an "advance" of the actual invoice. The proforma says
clearly, "Please do not pay from this Proforma. This is not an official invoice. An official invoice
will be mailed within 24 hours.” Proformas can be used to mail with additional documentation
required for the billing or for viewing and editing an invoice you created before it has been
processed and posted. The proforma invoice will not have the payment coupon on it.

Since you are producing a sample invoice, you can generate a proforma anytime after you save an
invoice. Printing proformas also enables you to view the invoice and correct errors before bills go
through the overnight process. Proformas only print the day you create the invoice and before the
overnight processing. Remember: Once billings go through the updating process, you cannot
make changes to them, so corrections must be done the same day. After that you would have
to process an adjustment invoice.

Procedure

@ For invoice with taxes, begin by navigating to:
Billing > Maintain Bills > Standard Billing

For invoice without taxes, begin by navigating to:
Billing > Generate Invoices > Non-Consolidated > Print Pro Forma
(Starts at step 6 in this procedure.)
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=

- © HNRAGBG LY
ORACLE'
Menu B

Search:

. I®

[> My Favarites Bill Entry

& UM Applications Enter any information you have and click Search. Leave fields hlank far a list of all values

I Set Up Financials/Supply
Chain { Find an Existing Value {__Add 5 New Walue

[> Banking

= Billing

> Intetface Transactions Business Unit: UMEYS Q

= htaintain Bills

e e HE-LJE 3 -

Add to Favorites

Mew Windmw | Helg | (&

Invoice: heging with
— Standard Billing [oe I &
— Recurting Bill Schedules Bill Status: = v‘ | v|
— Create Consolidated )
Header Customer: henins with vH |Q
— Aftach and Detach Bills Contract: | heging with H |

— Copy Single Bill
- Adjust Entire Bill Bills in Business Unit: l:lq
— Adjust Selected Bill . =
A.d ust Selected Bil Template voice Flag.| = v‘ | v|
Lines
~ Bl Summa [case Sensitive
— Correct Entry Tyioe

[> Generate Invoices
I Locate Bills Search Cleat | pasic Search [E Save Search Criteria

[ Review Billing Information

[» Review Processing
Results

[ Customers

[> Accounts Receivahle

[> Wiarklist

[» Tree Manager

[» Reporting Tools

[» PeopleTools

— Chande Wy Password

— Lty Personalizations

— Wiy Systern Profile

— bty Dictionary

Find an Existing Yalue | Add a Mew YValue

Step Action

1. Enter the number for the invoice you want to print into the Invoice field. For this
training example, enter "IN\V0048935".

Note: These beginning steps are performed if the invoice has taxes. If the invoice
does not have taxes, skip these steps and navigate to the Pro Forma page (step 6).

2. Click the Search button.
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ORACLE
Meru &

Search:

®

[> My Favarites

[ Header -Info 1 \_Line-Infoi

Home Sign out

Mew Window | Help | Custormize Page | 5]

> UM Applications

S git Up Financials/Supply Unitt  UMsYs lIvoice:  INVOD48935 oreta
ain
< Biling " staus;  [NEWQ veice Date: [12/20/2007 |
= Billing
I Interface Transactions ‘Type: Q Source: I:IQ
= Maintain Bills
i e : [20000 QU address

— Recurring Bill Schedules
— Create Consolidated

FPOTTERS LAWHM SEED INC

Amt: 165.80 LSD
¥
Curr: UsD i
Installment Bill Schedule
‘Frequency: Recurring Bill Schedule
SubCust1:
SubCust2:

[» Tree Manager

[» Reporting Tools

[ PeopleTools

— Chande My Password
— Lty Personalizations
— bty Systern Profile

— bty Dictionary

Header - Info 1 | Line - Infa 1

B :;:cdh‘a;nd Detach Bills cyclely:  [DALY  |Q wwoice Form: STANDARD |QU From Date: l:l@ To Date: I:IEU
— Copy Single Bill Pay Terms: Q Pay Method: Q = Remit To: |10801 |2 Bank Account: O\
— Adjust Entire Bill Accounting .
e . L 08 hecoun: QU aR Distnuton
Lines . ; . X | ‘O‘
~ Bill Surnman Sales: Bill Inquiry Phone:
— Correct Entry Tyioe - . o - o e 1 - . TF
B O e Credit: Collect: [cAGRCLTACL  piter: [cAGRCC, Billing Authority: | CAGRCLTF QL
I Locate Bills Goto: Headerinfo? Address CopyAddress  Motes  Espress Entry
[ Review Billing Information . i
b Review Processing Summare  Bill Search  Line Search Navigation: ‘ Header - Infa 1 v| Prev Mext
Results
[ Customers Return ta Maintain Bills
[> Accounts Receivahle
& yWarklist B save | LiReturnto Search | [S]Naotify | <L Retresh | [ErAdd

Step Action

Summary

Click the Summary link.

The Header - Info 1 page for the invoice will display.
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Q-0 M[F

OO R &%

ORACLE
Meru &

Search:

®

[> My Favarites
> UM Applications
[» Set Up Financials/Supply
Chain
[> Banking
[ Billing
[» Interface Transactions
= Maintain Bills
— Standz
— Recuring Bill Schedules
— Create Consolidated
Header
— Aftach and Detach Bills
— Copy Single Bill
— Adjust Entire Bill
— Adjust Selected Bil
Lines
~ Bill Surnrnary
— Correct Entry Type
[» Generate Invoices
[> Locate Bills
[ Review Billing Information

{ Bill Summary Info "\ Bill SummaryInfo 2

26

[ -
."r: [

Home Sign out

M Window | Help | Custornize Pare | 5,

Unit: UMSYS  Ivoice: INVOD48338

Gross Extended Amount: 155.80
Total Discounts: 0.00
Total Surcharges: 0.00
Net Extended Amourt: 155.80
Total VAT Amount: 0.00
Total Taxes: 0.00
Tatal Invoice Amount: 155.80
Forward Bal: 0.00
Paid Amount: 0.00

Total Due:

4

LY

15580 UsD =

Invoice Date:

Customer:

Invoice Type:

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

Date Bill Added:

1212012007

20000 POTTERS LAY SEED INC

Regular

COP Operations Gol Lockbox

MEW
Mo
Mo

1202002007 11:16AM

Calculate Taxes

[> Review Processing Goto: Headerinfo1  Address  CopyAddress  Motes
Results Bill Search  Line Search
[ Customers
[ Accounts Receivahle Return ta Maintain Bills
g#‘:’gr;kﬂ?ﬂager Bl save | S\Returnto Search | [=] Notity
¥ [REmaiiig 1k Bill Surnmary Info | Bill Surnmary info 2
[» PeopleTools
— Chande My Passward
— v Personalizations
— Wiy Systern Profile
— bty Dictionary
Step Action
4. Click the Calculate Taxes button.
Calculate Taxes
5. Click the Save button.
6. You are now ready to print a proforma of the invoice. Click the Billing link.
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O-0 RO LPHe 2% d-[Jdd

ORACLE
Meru &

Search:

®

[> My Favarites

> UM Applications

[» Set Up Financials/Supply
Chain

[> Banking

I+ Intetface Transactions
[> Maintain Bills
[> Generate Invoices
[» Lacate Bills
I Review Billing Information
I» Review Processing
Resulis

[ Customers

[> Accounts Receivahle

[ Wiarklist

[» Tree Manager

[» Reporting Tools

[ PeopleTools

— Chande My Password

— Lty Personalizations

— bty Systern Profile

— bty Dictionary

Home Sign out

Billing

Manage all aspects of the Biling product.

ﬁ Interface Transactions
Review, correct, and apply pending interface
activity

= Update Pending Transactions
=l Correct Interface Errors

ﬁ Create ; define schedules, templstes, and
conzolidation; and sssign status
=l stendard Biling
ElRecurring il Schedules
[Elcreste Consolidated Header
B More...

ﬁ Review Billing Information
Review hill summaries, biling detail, and
pending tems or accounting entries.
Elsummary
ElCetails
ElRecurting Bil Schedule
G More

ﬁ Generate lnvoices
Finslize kills, print documents and reports, snd

apply hilling activity
[CIMon-Consolidated
[ Congolidated

ﬁ Review Processing Results

Wiewr errors by invoice and hills marked in
progress by a process step.
Elin Progress Log
[EReview Invoice Errors

ﬁ Locate Bills
Search for bils and hill linez that match

selected criteria.

=l Bills Mot Invoiced
= Bills Invoiced
[ElLines Mot Invoiced
=] Lines Invoiced

Step

Action

7. Click the Generate Invoices link.

8. Click the Non-Consolidated link.

on-Consolidated

9, Click the Print Pro Forma link.
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Q-0 H[A

B LY@

-5 @ -JE 3

ORACLE
Meru &

Search:

®

[> My Favarites

> UM Applications

[» Set Up Financials/Supply
Chain

[> Banking

[ Billing

[> Interface Transactions

[> Maintain Bills
= Generate Invoices
< Mon-Consalidated

— Print Pro Forma
I> Consolidated
[> Locate Bills
[ Review Billing Information
[» Review Processing
Results
[ Customers
[> Accounts Receivahle
[> Wiarklist
[» Tree Manager
[» Reporting Tools
[» PeopleTools
— Chande Wy Password
— Lty Personalizations
— Wiy Systern Profile

— bty Dictionary

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

{ Find an Existing Value {__Add 5 New Walue

Run Control ID:| begins with ||| ‘

[Icase Sensitive

Search ‘ Clear ‘ Basic Search Save Search Criteria

Find an Existing value | Add a Wew value

Add to Favorites

Mew Windmw | Helg | (&

Step Action

10. The Pro Forma page will display.

If you are generating a proforma for the first time, you will need to create a run
control. Click the Add a New Value tab.

[ Add a Mew Value

11. Enter the desired information into the Run Control ID field. For this training
example, enter "PROFORMA".

;,«;” The Run Control ID is an operator-specific control that will trigger the
invoice printing process. The maximum number of characters for a Run
Control ID is 8. After adding a Run Control ID, you can search for it and
use it the next time you want to print a proforma.

Step Action

12. Click the Add button.

Add
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PeopleSoft.

Home | Waorklist | MultiChannel Console | _Add to Favorites | _Sign out

= Non-Consalidated ~ New Window | Help |
— Single Action Invoice

— Print Pro Forma { ProForma {_Erint Options

— Finalize and Print

Invoices Run ‘
— Convert Currency Run Control ID: PROFORMA Report Manager Process Monitor

Amounts . Specified ' Ry it
— Reprint Invoices Language: g © specitied O Recipient's
— Pre-load Process Selection Parameters Find | View Al First [4] 1 or1 [ Last

— Load Invoices to AR

— Create Accounting Seq Nbr: 1 =
Entries
— Request Budget @ Processing Date O User Defined
Check
— Load Invoices to AP . "
— Ul Invoice Edit O ® Invoice ID From Business Unit L
[- Consolidated O Bill Cycle O CustID To Business Unit: I:lq
[ Process Credit Cards 3 . I:l
- Accrue Unbilled Activity O Date Bill Added O Bill Type From Invoice:

[> Reports () Range ID C Bill Source To Invoice: I:l

[> Reproduce Reports
[» Accumulated Balances
[+ Utilities
[> Locate Bills
[> Review Billing Information
[» Review Processing

Results T ;
& Commitment Control Return to Mon-Consolidated

[- Customer Contracts & save | [=] Notify B+ Add Update/Display

> Customers

[ General Ledger Pra Forma | Print Options
[ Grants
[ Products

[» Project Costing

[» Purchasing

[> Manager Self-Service
[ Data Cuality

[> Promotions

[> Order Management
[ Pricing Configuration
[ Customer Returns

[+ ltemns

[» Cost Accounting

[> Vendors

[+ Inventory

[» eProcurement

I

Brncuramant

£

Step Action

13. The Proforma Selection Parameters page will display.

Enter or select the information for the From Business Unit field. For this training
example, enter "UMSYS".

14. Press [Tab].

15. The To Business Unit field is populated. Change if needed.

Enter the number of the invoice you want to print into the From Invoice field. For
this training example, enter "INV0048935".

Note: The invoice numbers you enter must be formatted as INVXXXXXXX (INV
+ 7 digits).

16. Press [Tab].

17. The To Invoice field populates with the invoice number you entered. Change the
number if you want to print a range of invoices.
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Step Action

18. Retain the defaults on the other fields. Once you have established a proforma run
control, the parameters established during your prior entries will be populated.
They can be modified at any time.

Click the Run button.
Run

PeopleSoft.

Home | Worklist | MultiChannel Conscle | Add to Favorites | Sign out
= Non-Consolidated /_\
- Sinale Action Invoice
=LA Process Scheduler Request

— Finalize and Print
Invoices

New Window | Help |

— Convert Currency User ID: TRAINARAI Run Control ID: PROFORMA
Armnounts
— Reprint Invoices Server Name: *| Run Date: 091172008 El
— Ere-Load Process . . Resetta Current Date/Time
— Load Invoices 1o AR Recurrence: PSCDB Run Time: 9:48.044M |
— Create Accounting Time Zone: PENT
Entries PS03390
— Request Budget
Check Select Description Process Name Process Type *Type *Format Distribution
- W [0  Pre-process & Finalization BIVCO00 Application Engine Distribution
— UM Invoice I
b Consolidated []  Froforma &Print BIJOBFO1 PSlob Distribution
[- Process Credit Cards " N - "
s v
b Accrue Unbilled Activity [0  Proforma FinalFrint w/Crvstal BIJOBPS1 PSJab ( Distribution
[- Reports [0  Frintinvoice w/SOR BIFJ1D PSJob (None) +||(None) s | Distribution
R e Reports ErintInvoice WISOR
> Accumulated Balances ]  Print Grants Invoice w/SOR BIPJ20 PSJob Distribution
B EOL:E{Q'E?HS [l PrintSF1080/81 Invoice w/SQR BIFJ30 PSJob Distribution
b Review Billing Information [0 Erintinvoice wiCristal BIPJ40 PSlob Distribution
[» Review Processing
Results — [0  Printinvoice wiXKL Publisher BIPJ50 PSJab Distribution

[ Commitment Control
[> Customer Confracts OK Cancel

[» Customers

[> General Ledger

[- Grants

[ Products

[ Project Costing

[> Purchasing

[- Manager Self-Service
[» Data Quality

[> Promotions

[> Order Management
[ Pricing Configuration
[» Customer Returns

[ ltems

[> Cost Accounting

[ WVendors

[ Inventary

[» eProcurement

I PBrocncamant

Step Action

19. The Process Scheduler Request page will display.

Click the PSUNX list item in the Server Name drop-down list.

20. Select Print Invoice w/SQR by clicking the check box to the left of it.

O]
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Step

Action

21.

The Type parameter is the output method for the proforma. For this training
example, click the Window list item in the Type drop-down list.

PeopleSoft.

o Forma
and Print

Process Scheduler Request

Add o Favorites

Mew Window | Help | .5,

Invoices . .
- Convert Currency UserID: TRAINARBI Run Control ID: PROFORMA
Amounts
- Reprint Invoices Server Name: PSUNX ¥ RunDate: 09/17/2008 E
— Pre-Load Process
— Load Invoices to AR Recurrence; Run Time: 9:49:044M Resetto Current Date/Time |

- E:r?c_ite Accounting Time Zone: l:lq
niries N
- Request Budaet
Check Select Description Process Name Process Type *Type *Format Distribution
:W [0  Pre-process & Finalization BIVC000 Application Engine Cistribution
b Consolidated O Proforma & Print BIJOBPO1 PSJab Distribution
E :Liff:i%ﬁfe';iﬂﬁw ]  Proforma FinalfPrint w/Crystal BLIOBP51 PSJob Distribution
VEETTE Print Invoice wISGR BIPJ10 PS.Job window v| (None) |+ | Distributian
I> Reproduce Reports
[- Accumulated Balances O Print Grants Invoice wiSOR BIFJ20 PSlob Distribution
[ Utiliti
N O Print SF1080/81 Invoice wiSR BIPJ30 PSJob Distribution
I- Review Billing Information [ Printlnvoice w/Crystal BIPJ40 Pslob Distribution
[> Review Processing
Results O Frint Invoice wiXML Publisher BIPJS0 FSJob Distribution

[ Commitment Control
[» Customer Contracts
[» Customers

[- General Ledger

[ Grants

[+ Products

[ Project Costing

[» Purchasing

[ Manager Self-Service
[ Data Cuality

[> Promotions

[> Order Management
[+ Pricing Configuration
[» Customer Returns

[ ltems

[- Cost Accounting

[ Vendors

[ Inventory

[ eProcurement

I Qanirac Bracuramant

OK Cancel

Step Action

22. Click the PDF list item in the Format drop-down list.
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PeopleSoft.

Add to Favorites Sian out
4 Non-Consnl_ldateﬂ _ Mew Window | Help | Eﬂ
— Single Action Invoice
— Print Pro Forma
S nalioe and Prnt Process Scheduler Request
Invai
L eney User ID: TRAINAREI Run Control ID: PROFORMA
Amounts
— Reprint Invoices Server Name: Run Date: E‘J
— Pre-Load Process
~ Load Involces to AR Recurrence: RunTime: | 9:49:04AM Resetto Gurrent Dateme |
— Create Accounting Time Zone: &}
Entries — On I:I
- Request Budget
Check Select Description Process Name Process Type *Format Distribution
:W [0  Pre-process & Finalization BIVCO00 Application Engine Distribution
> Consolidated ] Proforma & Print BIIOBPOY PSlob (None) |+ Distribution
E;gﬂf::ﬁﬂcgﬁ%giﬂﬁw []  Proforma FinaliPrint w/Crystal BIIOBPSA PSJob Distribution
I Reports Print Invaice wiSOR BIPJ10 PSJob Window v Distribution
[> Reproduce Reports
> Accumulated Balances [J  Print Grants Invoice wISOR BIPJ20 PSJob Distribution
N O PrintSF1080/21 Invoice wiSOR BIPJ30 PSlob <|[Mone) | Distribution
> Review Billing Information Print Invoice wiCrystal BIPJ40 PsJab None) ||| (Mone) |+ Distribution
[> Review Processing o
Results O Print Invoice wiXML Publisher BIPJ50 PSlob (Mone) |« Distribution
[> Commitment Contral
[ Customer Contracts QK Cancel
[- Customers Q Q
[ General Ledger
[> Grants
[ Products
- Project Costing
[> Purchasing
[» Manager Self-Semvice
- Data Quality
[ Promotions
[ Order Management
[» Pricing Configuration
[ Customer Returns
b ltems
[+ Cost Accounting
[ Vendors
[ Inventory
[> eProcurement
I: Sanirac Procuramant
Step Action
23. Click the OK button to start the report process.
M M n man H mn mn n
24, A window opens and displays "Queued," "Processing,” and then "Success.” Then
the proforma displays for viewing or printing.
= | o o
_ If you use software that blocks pop-up advertisements, you will have to
disable it to view and print your invoices. Pop-ups should not be blocked for
any PeopleSoft URLSs.
Step Action
25. You have successfully completed the procedure for printing a proforma invoice.
End of Procedure.
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Reprint Invoices Using PS Search Options

The easiest way to reprint an invoice is with the PS Search Options application. This application
can be accessed using Internet Explorer on the Administrative Web Applications site (formerly
MIS Web Applications) at https://webapps.umsystem.edu/. Invoices can be printed here only after
processing, so they can be printed the day after they are created.

Link for Administrative Web Applications site (https://webapps.umsystem.edu/)

Procedure

@ Navigation: Using Internet Explorer, go to https://webapps.umsystem.edu/.

UMC UMKC S&T UMSL UM

00 NG PKORLE-UKS ==

3| gy, UM Web Applications

VP for IT ContactUs

Please select fram the list below to proceed. Maove your cursor
over each itern for a description of the application.

@ Web Applications
e About
Employee Directory Our
Becurity

WP farlT | Contact Us | Administrative Web

Last updated 10 February 2004, Copyright @2002 University of Missour, Al rights reserie d.
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Step Action

1. Click the Web Applications button and then log in using your User ID and
assword.
2. A list of links for various Web applications will display.

Click the PS Search Options link.

Note: The links available on this page will vary depending on your security
access.
|F'S Search Options |

3. Enter the invoice number that you want to print into the Look for field. For this
training example, enter "INV0012613".

Note: You must enter all 10 characters of the invoice number.

4. Click the AR/BI Invoice Number list item in the in drop-down list.

(;3 If you do not know the invoice number, you can leave the Look for field
blank, choose AR/BI Invoice Number for the in field, and click submit. An
AR/BI Invoice Search page will display that provides alternative search
criteria. See the "Print an Invoice When You Do Not Know the Invoice
Number" topic for instructions.

Step Action

5. Click the Submit button.
University of Missouri Proprietary & Confidential
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O - © HRG L O R = -JKd B -

Home Web Applications Contact Us Help Logoff

2 DocumentDirect for, the Internet - Microsoft Internet Explorer

© File Edt Wiew Favorites Tools  Help J ,'
: . % ( ue . |
Q- O W@ G P e @ 22 HLJE S
 address FQ https: jfum-mobius. umsystem. sdujddrintfssrvist fddrint v B
o ' 2= | @ X
BEc® PP E| & =
AR & e Y K ©®[an] i L i
University of Missouri A
INVOICE
Page: 1
Invoice MNo: INVO012612
Invoice Date: 12/04/2002
Customer Number: 100
P.C. Number 3115-2, 5163, 5164 &
Customer: Payment Terms MNet 30
Due Date: 01/03/2003
BARTON SCHOOL DIST Federal Id Number: 43-800
WAYHNE SIMS —
3400 CANYON DR AMOUNT DUE ars.00 USD
BARTOM MO 65259-1013 -
For billing questions. please callM OREnet
Une Ad] lgentifier Description Quantity [ Unit Amt MNet Amount
WISEUIR SEVCATISMAL TECENDLOSE CORTERERCE 2003 - MORERe:
——————
1 e coNE FER confarsncs Tes = 200 B 225,00 a5,
: P coNE FER confazsncs Tes = Loo @ 200,00 200,00
ez zon Taw DomLAE
SUBTOTAL: 975,00
b
Wersion: Dec 4, 2002 12:00:00 AM Section: MWO0012613 Page 1of 1
X
< >
Step Action
6. The invoice will display in a new browser window.

Click the Maximize/Restore button in the upper right of the browser window to
maximize the window containing the invoice.

7. In the second row of icons at the top of the page, click the printer icon at the left
(next to disk icon).

=
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‘A DocumentDirect for the Internet -

Microsoft Internet

e Back = J \ﬂ @ \-_b /':_\J Search \:\( Favorites &3 D}Ev :\?.. D _J ﬂ .'3
| address (] hitps:fjur-mobius unsystem, sdufddrint servistfddrint - G0
E IEI Itﬂ @ I Frinter
| 3 =
Status:  Ready Comments and Forms:
Type: Canan | Cracument and Markups v ‘ |
Frint Fange Freview: Composite
® Al K 25 3
() Current visws -
E:"::Tage 0012613
9 o 04/2002
Subset: I
] Reverse pages 5-2, 5163, 5164 &
Customer: e larelig a0
Copiss: Collste n g 3’02 003 =
PageScaling: | Shiink to Printatle Ares v
s75.00 USD
Auto-Fotate and Center
[ Choose Paper Source by PDF page size
- (1Pt to il Unrits: Inches Zoom: 95%
_For billing qug [ Print color as black —
Line Adj Ident Net Amount
. 111
-
1 MHF 675.00
2 MHF CONF FEE Conference Fae Ea 1.00 EA 300.00 300.00 i
Wersion: Dec 4,2002 12:00:00 ARL Section: INWO012613 DPage Lof 1
X
Step Action
8. The Print dialog box for your printer will display.
Ensure the settings are correct and click the OK button to print the invoice.
9. You have successfully completed the procedure for reprinting an invoice using PS
Search Options.
End of Procedure.
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Print an Invoice When You Do Not Know the Invoice Number

When you do not know the invoice humber of the invoice that you want to reprint, PS Search
Options on the Administrative Web Applications site (https://webapps.umsystem.edu/) provides
an alternative search method to locate the invoice.

Procedure

@ Navigation: Using Internet Explorer, go to https://webapps.umsystem.edu/.

f't_ & X

UMC UMKC S&T UMSL UM

Q- O HNRAG LhO 2% m-UJEd B

UM Web Applications

VP for IT ContactUs

Please select from the list below to proceed. Move your cursor
over each itern for a description of the application

@ Web Applications
: About
Employee Directory Our
Decutity

VP forlT | Contact Us | MWeh

Last updated 10 February 2004. Copyright @002 Unive sity of Missouri, All rights resere d
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Step Action

1. Click the Web Applications button and then log in using your User ID and
password.
2. A list of links for various Web applications will display.

Click the PS Search Options link.

P= Search Options

3. Click the AR/BI |

ice Number list item in the in drop-down list.

4, Click the Submit button.

5. Select the correct Business Unit. For this training example, click the UMSYS list

6. Select the month of the invoice date for the Month field. For this training
example,

0

7. Select the year of the invoice date for the Year field. For this training example,
click the 2007 list item.

8. C.Iick the go button to submit the search criteria.
El
9. A list of invoices matching your search criteria will display.

Find the invoice you want to print and click the invoice link. For this training
example, click the INV0124610 link.
INV0124610

University of Missouri Proprietary & Confidential
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2l DocumentDirect for, the Internet - Microsoft Internet Explorer

EFX

BEdb® LPPrIbns| s g @X

E-N- =]y =iy

[ (B ) & ([ © @[] | Poo- B [ (e -

University of Missouri
INVQICE

Page:
Invoice No:
Invoice Date:

P.O. Number
Customer Payment Terms:
Due Date:
BARTON SCHOOL DIST
WIAYNE SIMS
3400 CANYON DR
BARTOM MO B5255-1013

Customer Number:

Federal Id Number:

1
INV0124610
12/03/2007
43

N30
01/02/2008
43-600

AMOUNT DUE: 12,960.00 USD
For billing guestions, please call eMINTS NATIONAL CENTER

Line Adj Identifier Description Quantity uom Unit Amt Net Amount

1 EMINTE Participation Fee 1.00 EA 1z,060.00 12,9€0.00
2 of 4
SUBTOTAL: 12,960.00
| TOTAL AMOUNT DUE : 12,9860.00
Wersion: Dec 32,2007 12:00:00 AWL Section: INWO124610 DPage Lof 1

>

<

Step Action

10. The invoice will display in a new browser window.

(next to disk icon).

=

In the second row of icons at the top of the page, click the printer icon at the left
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‘A DocumentDirect for the Internet - Microsoft Internet Explorer

HAED & ¢ B € el | Lo I EH [
Print ‘Z| |
Frinter
Mo | 3]
Status:  Ready Comments and Forms:
Type: Canan |Document and Markups v 24610
Frint Fange Freview: Composite /2007
®al K 25 3
() Current visws -
Customer Current page
b | /2008
ages 0
Subset:
[[] Reverse pages - —
Page Handling ey 960.00 USD |
Copiss: Collste n
PageScaling: | Shiink to Printatle Ares v
For billing ques [¥] Auto-Raotate and Center
_Line Ad] Identifi [ Choose Paper Source by PDF page size Net Amount
1 EMINTS 12,9€0.00
2 off e
(1Pt to il Unrits: Inches Zoom: 95% —
[ Print color as black 1z.960.00
11 1) —
.
Report: UMEWE DMWY Wersion: Dec 32,2007 12:00:00 AWL Section: INWO124610 DPage Lof 1 |
X
Step Action
11. The Print dialog box for your printer will display.
Ensure the settings are correct and click the OK button to print the invoice.
12. You have successfully completed the procedure for searching for an invoice and
printing it when you do not know the invoice number.
End of Procedure.
University of Missouri Proprietary & Confidential
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Copy a Single Bill

You can select a previously invoiced bill to be copied. This can save data entry time if you have a
bill that is an exact duplicate of a bill or if you are billing for items invoiced at a prior date and
you need to make a few minor changes. You can copy any bill, regardless of status. The only
information that does not copy is the bill status, invoice date, and invoice humber.

Procedure

@ Navigation: Billing > Maintain Bills > Copy Single Bill

O0- O H[ER¢
ORACLE
Meru O]

Search:

> Wy Favorites Copy Single Bill

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

[» et Up Financials/Supply
Chain Find an Existing Value

[> Banking

(= Billing

I Interface Transactions Business Unit: l:lq

= Maintain Bills T
 Standard Billin Invoice: ‘ beding with |+ H |Q

— Recurting Bill Schedules Bill Status: = v| ‘
— Create Consolidated )
Header Customer: begins with v” |Q

— Aftach and Detach Bills

Mesw windme | Helg | o

Contract: ‘ beging with | ” |

— Adjust Entire Bill [Icase Sensitive
— Adjust Selected Bil

Lines
~ Bill Surnrmary ﬂ Cleat | pasic search B Save Search Criteria

— Correct Entry Tvpe
[» Generate Invoices
[> Locate Bills
[ Review Billing Information
[ Review Processing
Results
> Customers
[> Accounts Receivable
[ Wiarklist
I Tree Manager
[» Reporting Tools
[» PeopleTools
— Change Wy Password
[~ Wiy Personalizations
— My Systermn Profile
— Wiy Dictionary

University of Missouri Proprietary & Confidential
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Step Action

1. Enter the desired information into the Business Unit field. For this training
example, enter "UMSYS".

2. Enter the number of the invoice you want to copy into the Invoice field. For this
training example, enter "INV0012613".

3. Click the Search button.

Q- O HRG L, RS E-JAd B

ORACLE
Add to Favarites
Search: M Yindow | Help | Customize Page | 5,

> My Favaries | Copy Single Bill "\

[» UM Applications

- _— o

[ Set Up Financials/Supply Unit: UMEYS Bill To: 11000 'W:::: 975.00 UsD
Chain g

[> Banking Iwvoice:  INWOD12613 BARTOM SCHOOL DIST

= Billing
[ Interface Transactions
< Maintain Bills @ No Bill Action S T
— Standard Billing O Copy Bill Cony Bill
— Recurring Bill Schedules
— Create Consolidated
Header
— Aftach and Detach Bills

— Adjust Entire Bill
— Adjust Selected Hill
Lines
— Bill Summary
— Correct Entry Type
[> Generate Invoices
[* Locate Bills
I» Review Billing Infarmation
[ Review Processing
Results
[> Customers B Save | S\ Returnto Search | [=] Notify
[» Accounts Receivable
[ Worklist
[> Tree Manager
> Repotting Tools
[» PeopleTools
— Change iy Password
— My Personalizations
— Wiy Systern Profile
— Lty Dictionary

Eeturn to Maintain Bills

Step Action

4. Click the Copy Bill option.

O Copy Bill

5. Click the Save button.

6. A copy of the bill has been generated and the Copy Results box populates with
the new invoice number.

University of Missouri Proprietary & Confidential
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Step Action

7. Click the Go To Bill Header - Gen. Info link to access this page of your new bill.
[Go To Bill Header - Gen. Inig|

8. The copy of the invoice will display.

You can enter a new invoice date and make other necessary changes.

9. The copied invoice's Status defaults to NEW. If you do not want the invoice to
print automatically during the nightly update cycle, change the invoice Status to
HLD (Hold).

10. You have successfully completed the procedure for copying a single bill.

End of Procedure.
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Print a Range of Invoices

Procedure

Navigation: Billing > Generate Invoices > Non-Consolidated > Reprint
Invoices

PeopleSoft.

= Nen-Consolidated ~ Mew Window | Help | n
— Single Action Invoice
— Print Pro Forma . .
~ Finalize and Print Reprint Invoices
Invoices Enter any information you have and click Search. Leave fields blank for a list of all values
— Convert Currency
Amounts | Find an Existing Value {_Add a New Value ',
— Pre-Load Process - -
_ Uoad Invoices to AR Run Control 10:| begins with ||
— Create Accounting [Ccase Sensitive
Entries
— Request Budaget
Check Search Clear | Basic Search & Save Search Criteria
— Load Invoices to AP
— UM Invoice Edit . o
> Consolidated Find an Existing Value | Add a New Value
[» Process Credit Cards
[> Accrue Unbilled Activity
I> Reports
[» Reproduce Reports
[» Accumulated Balances
[= Litilities
[> Locate Bills
[ Review Billing Information
[ Review Processing
Results
I» Commitment Control
> Customer Contracts
[> Customers
[» General Ledger
[» Grants
[ Products
[» Project Costing
I» Purchasing
[» Manager Self-Service
[ Data Quality
> Promotions
[» Order lManagement
I» Pricing Configuration
> Customer Returns
[ ltems
[» Cost Accounting
[ Vendors
[» Inventory
[> eProcurement

£3

Step Action

1. Enter your run control into the Run Control ID field. (If you need to establish a
run control, see the "Print a Proforma Invoice™ topic for instructions.)

For this training example, enter "PROFORMA".

University of Missouri Proprietary & Confidential
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Step Action

2. Click the Search button.

PeopleSoft.

Home | Worklist | MultiChannel Console | Add to Favorites | _Sign out

= Nen-Gonsalidated A New Window | Help | B
— Sinale Action Invoice
— Print Pro Forma

| Reprint Invoices {_ Print Options

- vert Currency Run Control ID: PROFORMA Report Manager Process Monitor H |
Amounts . -
— . English .
— Reprint Invoices Language: nglis ~ | @ specified O Recipient's
— Pre-Load Process Selection Parameters View Al First [4] 1 of 1 [¥] Last

— Load Invoices to AR

— Create Accounting Seq hbr: E =
_%ﬂ?ﬁsmmm [include Attached Bills
Check [Jinclude Open Items Only
:mj - QA @ Invoice ID From Business Unit: Q
I Consalidated © Bill Cycle O CustID To Business Unit: Q

[> Process Credit Cards

I> Accrue Unbilled Activity O Date Bill Added O Bill Type From Invoice: INV0048935

I Reports ) Range ID O Bill Source To Invoice: INV0048935

I» Reproduce Reports

[» Accumulated Balances From Due Date: l:l@ To Due Date: l:l@
b Eogslglgﬁlls From Invoice Date: l:l@ To Invoice Date: l:l@

[ Review Billing Information
[ Review Processing

Results )
 Commitment Control Return to Mon-Consolidated

I Customer Contracts save | [SLReturn to Search Noti S Add | 5
[> Customers _ -~ | (=] ety | E

[» General Ledger Reprint Invoices | Print Options
I Grants
[> Products

[» Project Costing

I» Purchasing

[» Manager Self-Service
[ Data Quality

> Promotions

[» Order Management
I» Pricing Configuration
> Customer Returns

[ ltems

[» Cost Accounting

[ Vendors

[> Inventory

[> eProcurement

L

£

Step Action

3. The Pro Forma Selection Parameters tab of your run control will display.
You can change any selection parameters as needed.

Enter the lowest invoice number that you want to print into the From Invoice
field. For this training example, enter "INV0048936".

4. Enter the highest invoice number that you want to print into the To Invoice field.
For this training example, enter "IN\V0048939".
5. Click the Run button.
Run
University of Missouri Proprietary & Confidential
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PeopleSoft.

< Mon-Consolidated
— Single Action Invoice
— Print Pro Forma
— Finalize and Print
Invoices
— Convert Currency
Amounts
— Pre-Load Process
— Load Invoices to AR
— Create Accounting
Entries
— Request Budaet
Check
— Load Invoices to AP
— UM Invoice Edit
[» Consolidated
I» Process Credit Cards
[> Accrue Unbilled Activity
[- Reports
[» Reproduce Reports
[» Accumulated Balances
[> Utilities
[> Locate Bills
[ Review Billing Information
[» Review Processing
Results
[ Commitment Control
[> Customer Contracts
[» Customers
[» General Ledger
[ Grants
[> Products
I Project Costing
I» Purchasing
[» Manager Self-Service
[» Data Quality
> Promotions
[» Order Management
[> Pricing Configuration
[> Customer Returns
[> ltems
[» Cost Accounting
[> Vendors
[ Inventory
I» eProcurement

IS

[

Process Scheduler Request

User ID:

TRAINARBI

Run Control ID: PROFORMA

hluttiChannel Console | Add to Favorites | _Sign out

New Window | Help | B

Server Name:
Recurrence:

Time Zone:

PS05300

Select Process Name

EEEE®

PSCDB
FPENT

Description
Print Invoice w/SQR

Print Grants Invoice wSQR
Print SF1080/81 Invoice w/SQR
Print Invoice w/Crystal

Print Invoice w/XML Publisher

OK Cancel

Run Date:

Run Time:

09/17/2008 [
2.45:02PN

Resetto Current Date/Time |

Process Type

Type *Format Distribution

BIPJ10
BIPJ20
BIPJ30
BIPJ40
BIPJS0

P&Job
P&Job
PSJob
P&lob
P&Job

istribution
Distribution
(Mone) |+ | Distribution
m Distribution
(Mone) = MDistribuhun

Step

Action

6. The Process Scheduler Request page will display.

Click the PSUNX list item in the Server Name drop-down list.

7. Select Print Invoice w/SQR by clicking the check box to the left of it.

=

Click the Window list item in the Type drop-down list.
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I)eoll)lesl‘:fft3 Home | Worklist | MuttiChannel Console | _Add to Favorites | _Sign out
= Mon-Consalidated ~ Mew Window | Help |
— Single Action Invoice
Process Scheduler Request
User ID: TRAINAREBI Run Control ID: PROFORMA
Server Name: PSUNX ~| Run Date: 0917i2008 B
3
[y r———— Recurrence: Run Time: 2.45.02PM Resetta Current Date/Time |
— Create Accounting Time Zone: l:IQ
EauientEmis
— Request Budget rocess Lis
Check Select Description Process Name Process Type *Type *Format Distribution
~Load| JiCESd'I{J AP ErintInvoice w/SQR BIPJ10 PSJob window || (Mone) |+ Distribution
- ce Edi
[» Consolidated [0 PrintGrants Invoice wiSQR BIFJ20 P&Job Distribution
[» Process Credit Cards
I Accrue Unbilled Activity O Print SF1080/81 Invoice wiSAR BIFJ30 PgJob Distripution
[» Reports [0  PrintInvoice w/Crystal BIFJ4D PSJob Distribution
I» Reproduce Reports
[: Accumulated Balances O Print Invaice w/XML Publisher BIPJ50 PSJob Distribution
[ Utilities
[> Locate Bills oK Cancel
[ Review Billing Information
[ Review Processing
Results -
[ Commitment Control
[> Customer Contracts
[» Customers
[» General Ledger
[> Grants
[» Products
[ Project Costing
[ Purchasing
[» Manager Self-Service
[ Data Quality
[> Promotions
[» Order Management
[> Pricing Configuration
[> Customer Returns
[> tems
[» Cost Accounting
[> Vendors
> Inventory
[> eProcurement v
Step Action
9. Click the PDF list item in the Format drop-down list.
University of Missouri Proprietary & Confidential
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PeopleSoft.

= MNon-Consolidated

— Single Action Invoice

~ Print Pro Forma
— Finalize and Print
Invoices

Amounts

— Reprint Invoices Server Name: PSUNX *| Run Date: 09/17/2008 El
— Pre-Load Process

[y r———— Recurrence: Run Time: 2.45.02PM Resetta Current Date/Time |

— Create Accounting Time Zone: l:IQ
EauientEmis
— Reguest Budget rocess L
Check Select Description Process Name Process Type *Type *Format Distribution
—W Print Involce w/SQR EIPJ10 P&Job Distribution
— UM Invoice I
I Consolidated O ErintGrants Invoice wiSQR EIPJ20 P&Job Distribution
[ Process Credit Cards
b Avcrus Unbilled Acivity O  PrintSF1080581 Invoice wSOR BIPJ30 PSJob (Nong) ~ Distribution
[» Reports [0  PrintInvoice w/Crystal BIFJ4D PSJob Distribution
> Reproduce Reports
> Accumulated Balances O  Printinvaice wixlil Publisher BIPJS0 PS.Job (None) v Distribution
[ Utilities
> Locate Bills 0K Cancel

[ Review Billing Information

[ Review Processing
Results

[ Commitment Control
[> Customer Contracts
[» Customers
[» General Ledger
[> Grants
[» Products
[ Project Costing
[ Purchasing
[» Manager Self-Service
[ Data Quality
[> Promotions
[» Order Management
[> Pricing Configuration
[> Customer Returns
[> tems
[» Cost Accounting

Home | Worklist | MultiChannel Console | Add to Favorites | _Sign out

>

Mew Window | Help | &

Process Scheduler Request

User ID: TRAINAREBI Run Control ID: PROFORMA

[> Vendors

> Inventory

b ePro_curemem v
Step Action

10.

Click the OK button to start the report process.

11.

A window opens and displays "Queued," "Processing,” and then "Success.” Then
the proforma invoices display for viewing or printing.

=

If you use software that blocks pop-up advertisements, you will have to
disable it to view and print your invoices. Pop-ups should not be blocked for
any PeopleSoft URLSs.

Step

Action

12.

You have successfully completed the procedure for printing a range of invoices.
End of Procedure.
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Entering Payments

Customers make payments as compensation for services or products they have received from the
University. Payments will be made to a lockbox at the bank, where a deposit is made into a
University account, and fed with information regarding the payments that were made, back to the
University. This in turn automatically updates the Accounts Receivable system. Deposits may
also have to be made for payments sent directly to the University.

Two important points:

- Checks and other instruments made payable to the University (money orders, etc.) should be
restrictively endorsed upon receipt.

- All funds should be deposited on the day received following established procedures unless the
campus business office has approved less frequent deposits.

Understanding the Payment Life Cycle

The payment life cycle begins when the payment is received. The deposit may be entered
electronically by lockbox interface or Accounts Receivable Cash Receipt Report — PS ARR.
After the payments are posted, the customer account balances are updated nightly.

Lockbox Payments/Deposits

A lockbox is a bank account that our customers use to remit their payments. Our bank receives
payments on our behalf, making the funds available to our organization as soon as the payments
are processed by the bank. The advantage of a lockbox account is that the funds are available the
same day the payment is received.

PeopleSoft allows the bank to electronically feed the deposit and payment information from the
lockbox account into the PS AR Module. This eliminates the need for someone to manually enter
the payment and deposit information into Receivables. The bank will make two deposits from
each campus bank lockbox, one for all recognized customer payments and one for all
unrecognizable customer payments.

Recognized Customer Payments: Commerce Bank will feed a file for each retail lockbox to AR
to post all payments. The total dollar amount of the file will match the amount of the bank
deposit. These are the payments received by the bank with the invoice remittance that can be
scanned easily by the bank.

Unrecognized Customer Payments: Commerce Bank will feed a file for each wholesale
lockbox to AR to be posted by the Campus Accounting Departments. The total dollar amount of
the file will match the amount of the bank deposit.

The Campus Accounting Departments are responsible for posting the payments to the correct
customer account.

For instructions on how to enter the different types of ARR deposits, retrieve existing ARRs, and
approve ARRs, refer to the Cash Receipts Reports (CRRs and ARRS) training materials on the
General Ledger page of the Division of IT training website.
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Credit Management

The implementation of the PeopleSoft Accounts Receivable/Billing (AR/BI) Module provided an
opportunity for the University of Missouri to establish a credit management policy for receivables
originating from non-student billings. This management process begins with the issuance of the
initial invoice to the customer and ends when payment is received from the customer or the
invoice is written-off as uncollectible. The responsibility to create invoices and follow up on
unpaid invoices on a monthly basis rests with campus departments. The campus accounting
offices will perform an oversight function. The Grants Offices will handle grant customers.

An aging report indicating items over 180 days will be available to the department for review.
The department can request to delay the write-off of particular items due to extenuating
circumstances or customer history. Once an invoice is written-off, the item is forwarded to a
collection agency. The amount written-off is charged to the original invoices’s ChartField as a
reduction of revenue.

Invoice Collection Procedures

Campus Department’s Responsibilities
Campus departments who prepare billings to external customers will perform one or more of the
following procedures, depending on the length of the collection cycle:

1. Create customer invoices using the AR/BI module.
2. Review the aged account receivable report at least once a month in PS Search Options.
3. Contact customers to request payments on past due invoices.

a. The department must contact the customer at least once within 90 days of the
original invoice date if payment has not been received.

4. Review the Upcoming Write-off Report that lists items 150 days or older to be written-
off after 180 days (365 days for OSPA), based upon the dates of the original invoices.
(This report will be on PS Search Options. Until then the accounting offices will notify
departments of invoices to be written off so they can be reviewed by the departments.

5. Request that particular items not be written-off due to extenuating circumstances and/or
customer history.

Accounting/Grant Department’s Responsibilities
Campus accounting offices will perform the following oversight functions:
Grant offices will perform only the items marked with a *.

1. Review and follow up on the lockbox daily exception report.
a. Manually apply payments to appropriate invoices.
2. *Process refunds.

3. Generate, review, and send legal letters to external customers with outstanding invoices
greater than 120 days.

4. At the beginning of each month, send a list of invoices for upcoming write-offs to
campus departments.
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5.

*Establish an allowance for uncollectible accounts receivable by fund at the end of each
fiscal year based upon a percentage of the accounts receivable year-end balance.

*Process write-offs.
*Submit unpaid customer invoices > $100.00 to the collection agency.
*Maintenance of customer account balances.

View or Print Age Analysis Reports

One of the tools available in PeopleSoft to assist in the credit management process is the aging
report. Aging reports are generated at the second or third day of the calendar month and are
available under PS Search Options on the Web. Campus departments may also use the inquiry
panels to inquire on customer balances.

Procedure

@ Navigation: Using Internet Explorer, go to https://webapps.umsystem.edu/.

00 RRGL,KkORGTHE-LUES s

UMC UMKC S&T UMSL UM
UM Web Applications

VPforIT ContactUs

@ Web Applications
About
Employee Directory Ot
ecuts

Step Action
1. Click the Web Applications button and then log in using your User ID and
password.
University of Missouri Proprietary & Confidential

Page 106 Division of Information Technology




Training Guide
UMSYS FS 9.0 Accounts Receivable and Billing

Step Action
2. A list of links for various Web applications will display.
Click the PS Search Options link.
Note: The links available on this page will vary depending on your security
access.
| PS Search Ogtiuns|

3. Click the AR/BI Aging Report list item in the in drop-down list.

4. Click the Submit button.

5. The Report Type options are 1) Detail, which shows the detail information for all
invoices for a customer, and 2) Summary, which shows aging by customer for an
operation, but no invoice number or details are given.

For this training example, click the DETAIL list item in the Report Type drop-

6. Aging Reports are based on the Billing Specialist "Biller" that is used when you
invoice.

To select the Billing Specialist, click the drop-down list and scroll as needed to
find the name of the operation. For this training example, click on the
CAGRCLTR list item.

7. Click the go button to submit the search.

8. The aging report will display in a separate browser window.

You can click on the forward and backward buttons (arrow buttons) at the upper
left of the page to view the report.

9. To print the report, click on the printer icon at the top of the page. Click the Print
Pages button.

10. The Print dialog box will display.

Adjust the settings as needed and click on the Print (printer icon) button.

11. Another window will display that confirms that the report is printing.

12. You have successfully completed the procedure for viewing and printing an age
analysis report.

End of Procedure.
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View or Update Conversations

Periodically, information will be obtained relating to a particular customer. In order to
disseminate this information to all parties in contact with this customer, comments are to be
added to the customer via the Conversation panel.

Procedure

Navigation: Accounts Receivable > Customer Interactions > Conversations
> View/Update Conversations

PeopleSoft.

Home | Worklist | MuttiChannel Console | _Add to Favorites | Sign out
= Conversations New Window | Help |
— View/Update
C‘Stmns = View/Update Conversations
— Update Gontacts
_ Search By Keyword Enter any information you have and click Search. Leave fields blank for a list of all values.
— Follow-Up Action
Heeded { Find an Existing Value Y{_Add a New Value
— Review Needed
— Supervisor Review
Needed SetiD: UoFHo)| a
[ Statements Business Unit: | begins with H ‘Q
[> Dunning Letters
[ Overdue Charges Cust ID: [ begins with | e
- -Up
E:r:[a;?mer Followl Customer Name: | begins with v | ‘
[> Receivables Maintenance Status: = ,,‘ | ,,|
[» Receivables Analysis
[ Receivables Update Item 1D: begins with v | ‘O\
[ Allocations -
b Asset Management Invoice: | begins with v“ ‘Q
[ Banking Contract: | begins with H ‘Q
- Billing ]
> Commitment Control Bill of Lading: [begins with || e
[> Customer Contracts .
b G Purchase Order Reference.| begins with v | ‘O\
I General Ledger Payment ID: [ begins with v | [
[ Grants
- Products —| Order No: | begins with H ‘Q
[ Project Costing 0o
- Case Sensitive
[ Purchasing
[> Manager Self-Service
I Data Quality Search | Clear | Basic Search Save Search Criteria
[ Promotions
[ Order Management
Step Action
1. Enter search criteria for the customer whose conversation you wish to view or

update.

For this training example, enter "10000" into the Cust ID field.

2. Click the Search button to view any conversation entries.
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PeopleSoft.

Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out

< Conversations o]

Mew Window | Help | &
— View/Update

5 { Conversations (_ References | Aftachments
— Update Contacts

- 41_“;??:3 KStl:ner SetlD:  UOFMO Business Unit: UMSYS Customer: 10000 BARTOM SCHOOL DIST
~ Follow-Up Actic
MNeeded *Status: | Mk b Description: unpaid invoice
- Review Needed
— Supenvisor Review Subject  PAYMEMT Sub-Topic:
Meeded
[> Statements

[ Dunning Letters Review Days: l:l Date: I:IB Action: l:IQ Amount: I:I Currency:Q

[> Overdue Charges

— Customer Follow-U User: l:l Done User ID: Done Promise Date:
S [ Ja O [ I®

[» Receivables Maintenance . . . .

b Recaivables Analysis [[] supervisor Review Letter: l:IQ Date: Confidence: v

[ Receivables Update
[+ Allocations

> Banking Keyword1: aQ Keyword2: Q Keyword3: aQ
1> Billing Add Conversation
[ Commitment Control

[> Customer Confracts Conversation Entries Find | ViewAll  First 4] 1 or2 B Last
E g:i?rgel_rzdger DateTime:  02/05/08 3:21PM  User:  TRAINAREI Visible m
[ Grants
1> Products —|  ContactID: Telephone: Extension:
[ Project Costing
[» Purchasing Comments: |Called Barton regarding invoice. | was told invoice is waiting for Board approval on Feb 20th and have check
[ Manager Self-Senvice issued on 21st.

[ Data Quality

[» Promotions

[> Order Management
[+ Pricing Configuration
[» Customer Returns

[ ltems

[> Cost Accounting

[ WVendors

[ Inventary

[» eProcurement & save | CiReturnto Search | +[E| Previous in List | +[F | [=] Motify ‘ 1y Refresh [Er Add
[ Semvices Procurement
[> Sourcing Conversations | References | Attachments
[> Engineering

[» Manufacturing Definitions
[> Production Control

L " onfinuration Modalar

Step Action

3. The Conversations page will display.

Click the Add Conversation button to add a new entry.

Add Conversation

4. A blank Comments box appears for you to add a new comment.
Note: The Visible check box must be selected.

You click the Save button when your entry is complete.

5. You have successfully completed the procedure to view or update customer
conversations.
End of Procedure.
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Collecting and Writing-Off a Customer Invoice

An invoice ages from the date of the invoice. In this section, sample late letters are shown for 60
days, 90 days, and 120 days past due.

Example 1 — late letter (60 days past due)

November 8, 2002

City of Columbia — Finance
Attn: Accounts Payable
PO Box 7236

Columbia, MO 65205

Re: Customer Account #1943

Invoice Date | Invoice # PO # Amount | Billing Department

8/28/02 INV0004165 | 020834 282.08 | Printing Services@573-882-5945
8/28/02 INV0004273 | 020801 6,547.08 | Printing Services@573-882-5945
9/01/02 INV0006541 | 021769 3,670.30 | Printing Services@573-882-5945
8/24/02 INV0003795 | 020836 66.25 | ExtentionPublications@573-882-7216
9/02/02 INV0006826 | 021381 119.71 | ExtentionPublications@573-882-7216

The invoice(s) listed above are PAST DUE.

1. If you recently paid the invoice(s) listed above, please disregard this notice. If the above
list indicates you have unapplied credit memos or on-account payments (OA), please
contact the Billing Department listed next to these items.

2. Should you have any reason to believe this is not a valid debt, please notify the Billing
Department listed next to your outstanding invoice.

Sincerely,

University of Missouri

60-day Dunning Letter revised 12/04/02
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Example 2 — late letter (90 days past due)

November 8, 2002

City of Columbia — Finance
Attn: Accounts Payable
PO Box 7236

Columbia, MO 65205

Re: Customer Account #1943

Invoice Date | Invoice # PO # Amount | Billing Department
8/28/02 INV0004165 | 020834 282.08 | Printing Services@573-882-5945
9/02/02 INV0006826 | 021381 119.71 | ExtentionPublications@573-882-7216

2" Notice: The invoice(s) listed above are PAST DUE.

1. If you recently paid the invoice(s) listed above, please contact the Billing Department
listed next to the outstanding invoice IMMEDIATELY to resolve this issue.

2. If you are unable to remit the full amount, please contact the Billing Department listed
next to the outstanding invoice to make satisfactory arrangements for payment by

installments.

3. Should you have any reason to believe this is not a just and lawful claim, please notify
the Billing Department listed next to your outstanding invoice immediately after

receiving this notice.

If we do not hear from you within 30 days, we will refer your account to the Legal

Department of the University.

Sincerely,
University of Missouri

University of Missouri
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Example 3 - late letter (120 days past due)

The following is an example of the legal letter that will be sent at 120 days.

November 8, 2002

City of Columbia — Finance
Attn: Accounts Payable
PO Box 7236

Columbia, MO 65205

Re: Customer Account #1943

Invoice Date | Invoice # PO # Amount Billing Department

8/28/02 INV0004165 | 020834 | 282.08 Printing Services@573-882-5945

Your invoice(s), as indicated above, for services rendered from the University of Missouri has
been referred to the Legal Department of the University because of your nonpayment of this
obligation.

This letter is your notification that the University is making demand for immediate payment of
the amount indicated above. If you are unable to remit the full amount, it will be necessary for
you to make satisfactory arrangements for payment by installments. However, an installment
plan cannot be considered unless you make a substantial partial payment at this time.

Should you have any reason to believe that this is not a just and lawful claim, you should notify
the Billing Department listed above within fifteen (15) days from the receipt of this letter stating
the reason. Should you fail to contact the Billing Department by way of payment or installment
proposal or provide justification for not owing this account, we shall proceed to take all necessary
steps to protect the legal interest of the University of Missouri.

Sincerely,

Phillip J. Hoskins
Counsel

PJH/kme

Legal letter ARBI revised 11/29/02
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Invoice Write-Offs

The Campus Accounting departments will write-off invoices after 180 days of inactivity unless
campus departments request otherwise. Grants will do write-offs after 365 days. The departments
will review the Upcoming Write-off Report, which shows the number of days late for all invoices
that are over 150 days late. This reminds the department of those invoices that are still open after
all letters have been sent. The department reviews this list and makes any final effort at
collection. At the end of the month all the invoices on the list will be written off.

Each month the departments can access their aging report in PS Search Options. It is updated
every Friday at noon. To delay a write-off of an invoice the Request to Delay AR Write-Off must
be completed and submitted by the 15" of the current month. If approved, the invoice write-off
will be delayed for one month. If not approved, then the write-off will be performed by the end of
the current month.

An allowance for Uncollectible Accounts, set up by fund, will be established every year. It is not
to go against invoices, but will represent a percentage of write-offs. Normal write-offs will offset
the revenue credited for the original invoice.
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Request to Delay AR Write-Off Form

To delay a write-off, please use the Request to Delay A/R Write-Off form. To access the form
electronically, go to MS Outlook and select: File > New > Choose Form. Highlight UM Request
to Delay Write-Off and click Open.

Complete the form in its entirety and e-mail it to your Campus Accounting department (see
addresses below) no later than the 15" of the month after the item appears on your Monthly A/R
Pending Write-Off Report. If approved, the invoice write-off will be delayed for one month only.
Note: A new form must be submitted and approved if additional one-month write-off extensions
are required. If not approved, the write-off will be performed by the end of the current month.

UMC: Select from your e-mail box UMC ACCTG ACCT REC. If you are off campus
and need an actual e-mail address it is: umcacctga@missouri.edu.

UMHS: UMHS Hospital Accounting or
UMHSHOSPITALACCOUNTING@HEALTH.MISSOURI.EDU

UMKC: UMKCARFolder or UMKCARFOLDER@UMKC.EDU

UMR: UMR Accounting A/R Billing or ARBILL@QUMR.EDU

UMSL.: UMSL Cashiers or UMSLCASH@MSX.UMSL.EDU

UM System: UM System AR Requests or ARREQUESTS@UMSYSTEM.EDU
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Appendix—ARBI Query Listing

Below is a list of queries designed to address ARBI reporting needs. The queries have been sorted
into categories.

Note: If your offices would like to modify these queries to better suit your needs, please save
them with a different name, so that the original query will not be corrupted. These are intended
for use by everyone using ARBI.

Campus Accounting Offices:

1) ARBI_JOURNAL_LOOKUP - This query prompts you for the journal number for an ARBI
transaction, e.g., ARO# or BIO #, to find out what invoice or reference numbers are included in
that journal number.

2) BI_INVOICES_NOT_PRINTED - This query produces a list of all non-cancelled invoices
that have not been printed. This could mean the invoice has just been created, has a BCM error,
or is in hold status. A prompt is used to select a particular Business Unit.

3) BI_INVOICE_CANCEL_ADJUST - This query produces a list of all invoices that have
either been cancelled or adjusted.

4) BI_INV_OPERID - This query prompts for an invoice number and will return the Operator
ID for an invoice. (This would be the creator or the last person to update an invoice.)

5) BCM_ERRORS_BI - This query produces a list of all invoices containing BCM errors. These
errors must be corrected prior the invoice printing or posting to the GL.

6) CUSTOMER_BALANCES_UMKC - This query produces a list of current balances for all
UMKUC customers. This query may be modified to fit your campus.

7) CUSTOMER_CREDIT_BALANCES - This query produces a list of customers with
credit balances. This would assist with refund processing.

8) CUSTOMER_LIST_ACTIVE - This query pulls up all active customers for ARBI.

9) AR_ACTIVITY_DEPTID - This query produces a list of all AR activity by DeptID for a
particular Business Unit.

10) AR_ACTIVITY_TYPE - This query produces a list of all AR activity by Bill Type for a
particular Business Unit.

11) AR_OPEN_ONACCOUNT_ITEMS - This query prompts for a Business Unit and lists
items with an OA prefix not in a closed status.
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Either Campus Accounting Offices or Campus Departments:

1) BI_INVOICES_NOT_PRINTED - This query produces a list of all non-cancelled invoices
that have not been printed. This could mean the invoice has just been created, has a BCM error,
or is in hold status.

2) BI_INVOICE_CANCEL_ADJUST - This query produces a list of all invoices that have
either been cancelled or adjusted.

3) BCM_ERRORS_BI - This query produces a list of all invoices containing BCM errors. These
errors must be corrected prior to the invoice printing or posting to the GL.

4) CUSTOMER_BALANCES_UMKC - This query produces a list of current balances for all
UMKC customers. This query may be modified to fit your campus.

5) AR_ACTIVITY_DEPTID - This query produces a list of all AR activity by DeptID for a
particular Business Unit.

6) AR_ACTIVITY_TYPE - This query produces a list of all AR activity by Bill Type for a
particular Business Unit.

7) AR_OPEN_ITEMS_BI_SPECIALIST - This query lists outstanding invoices and prompts
by Billing Specialist. An alternative report would be the Aging Report located in the PS Search
Options on the MIS Web Applications Web site.

8) AR_PAYMENT_SEARCH - This query allows you to search for a payment by amount.

9) BILL_PAYMENT_SEARCH - This query allows you to search for an invoice amount in the
event you do not know the invoice number.

10) PAYMENT _SEARCH_BY_CK_NUMBER - This query allows to you to search for a
payment by entering the check number, which needs to be 15 characters starting with CK or CC.

11) PAYMENT_SEARCH_BY_CUSTID - This query allows you to search for all payments
that have posted to the customer number.

12) ARBI_PROJECT_LOOKUP - This query provides the user with project end dates based on
the active or inactive file in PS.

13) ARBI_WRITEOFFS - This query prompts for Business Unit and returns a list of all Write
Offs and Reverse Write Offs done in PS. You may sort by Business Unit for locating the write-
offs of an individual department. This query must be run in Production.

14) AR_CUSTOMER_ACCOUNT - This query prompts for customer number and returns a list
of invoices and OAs sorted by group ID. It is useful in identifying OA matches to invoices
without having to use PS panels and also returns check numbers when the payment was directly
applied. This may be beneficial when researching a customer’s payment history for a breakdown
by invoice. This query must be run in Production.
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15) ARBI_ALL_INVOICES_OPRID - This query prompts for Business Unit, Invoice Dates,
and Operator ID and provides the user with a list of invoices created by the Operator 1D within
the time frame specified.

16) AR_OPEN_INVOICES — This query provides the user with a current list of all open AR
items in the system (not including on-accounts or credit invoices). This can be a useful tool when
searching for an invoice solely by amount.

17) AR_WORKC_LEDGER_BAL - This query is to be run monthly to determine which items
remain in the BU WORKC at the end of every month. The items listed in the query results must
be transferred to a campus Business Unit at the end of every month in order for the month to
close with WORKC in balance. The Ledger query identifies the amount. The Customer query
identifies the customer(s). The campuses are to run these queries periodically throughout the
month to keep the balance at a minimum.

18) CUSTOMER_BALANCE_BU - This query produces a list of current balances. The
Business Unit is prompted; therefore it can be used for any Business Unit. This query must be run
in Production.
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