Financials Support Services @ Finance & Accounting

ADDY TIPS

UCF

Financials

Accessing Billing Invoices

Due to recent process changes as a result of the UCF Rising program, sponsored project billing
invoices, summaries, and other details are now available in UCF Financials. This Addy Tip

explains two ways to access billing invoice information within UCF Financials.

Note: The billing invoice is available as a printable PDF.

A. Review Billing Summary

Step

Action

1.

Navigate to Main Menu > Billing > Review Billing Information > Summary.
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Enter the Invoice (enter CNG0) AND the Customer or Contract to locate the correct
invoice for review.
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Step | Action

Favorilas « | Main Menu - > Biling~ »: Rewview Billling Information = *  Summary

Bill Summary
Enter any mformation you have and click Search. Leave felds blank for a list of all values
Find an Existing Value

Search Criteria

Businass ljml-_.'__\r‘_i UCFO1 Q,
| irveice | bagins wim ~ CnGO ]
Bill Status|= vl | ]
Customer | bagins with ~ | 2,
Contract[begins with ~]%7063
Bills in Business Unit[= | =}
Template Invoice Flag|= ~] [ ]

L Case Sensitive

Note I: The Contract is the same as the Award ID.
Note 2: The percentage sign (%) in Contract replaces the zeroes at the beginning of
the number.

OR

If you know the Customer name but not the Customer ID or Contract (Award ID),
you can select the magnifying glass icon beside Customer.

Favorites « | Main Menu - b Billing = > Review Billing Information « > Summary

Bill Summary

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

Find an Existing Value

Search Criteria

Business Umt[=—vj UCFO01 Q

Invoice [ begins with ~ | Q
BlIISlatus[: v v]

I Custornerl begins with ~~ | E
Contract| begins with ~

Bills in Business Unit|= ~| Q

Template Invoice F Iag[: v| | v]
[l case Sensitive
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Enter the name of the Customer in the Name 1 field. Changing the begins with to
contains can help find a Customer if you don’t have the exact or complete name.
Click Look Up.

Look Up Customer

SetlD UCFO01

Customer ID| begins with
City | begins with ~
Name1 Air Force] * I

Look Up Clear Cancel Basic Lookup

A list showing each Customer ID associated with that name will display. In this
example, Customer ID CNG50387 is listed multiple times due to multiple locations.
Selecting any of these will provide the same Search Results in the next steps.

Search Results

View 100 First ‘4 1707 b Last
:Custﬂmer IDl ity Name 1

CNGH0240 Patrick AFB US Air Force

CMG50387 jColumbus US Air Force Research Laboratory (AFRL)
CMG50387 Wright-Fatterson AFB US Air Force Research Laboratory (AFRL)
CMG50387 JEglin AFB US Air Force Research Laboratory (AFRL)
CNG50387 Kirtland AFE US Air Force Research Laboratory (AFRL)
CMG50387 Atlanta US Air Force Research Laboratory (AFRL)
CNG50387 Eqlin US Air Force Research Laboratory (AFRL)

3. | Click Search.

[ case Sensitive

e}
Search Clear | Basic Search & Save Search Criteria

Addy Tips_Accessing Billing Invoices Page 3 of 14
2/11/2020



Financi

als Support Services @ Finance & Accounting

ADDY TIPS

UCF

Financials

Step | Action
4. | Select the correct result value in the Search Results to display the invoice. Invoices
display with the most recent at the top.
View All First ‘&' sanofz0 b Last
3 Linifinvoice mvolce Type Bill Type ldentifier Bill Status Bill Source Customer Contract Bills in Business Unit Template Invoice Flag
UCFO1 CNGOITEINRequiar CGO Imvoiced CONTRACTS CNGS038T 0000007063 UCFM No
UCF01 CHNGO3T10TRequiar CGo Invoiced CONTRACTS CNGS038T 0000007063 UCFDT No
UCFO1 CHNGO36 egutar CGo Invplced CONTRACTS CHGS0387T 0000007063 UCFMM No
UCFO1 CHGO358: egukar CGo Invglced CONTRACTS CNGS038T 0000007063 UCFIM No
UCF01 CNGO3554 08 tequiar CGo Invoiced CONTRACTS CNGS038T 0000007063 UCFD No
UCFO1 CNGO34T 18 equiar CGo Imvoiced COMNTRACTS CMG50387 0000007063 UCFM No
UCFO1 CHGO3407T08 equiar CGo Imvgiced COMTRACTS CNG50387T 0000007063 UCFM Mo
UCF01 CMNGO33896equiar CGo Invoiced CONTRACTS CNGS5038T 0000007063 UCFO1 No
UCF01 CHNGO332 egukar CGo Imipiced COMNTRACTS CMNGS50387 0000007063 UCFI No
UCFO1 CNGO327 T4 equiar CGo Imigiced COMNTRACTS CNG50387T 0000007063 UCFO1 No
UCFO1 CMGO320608eguiar CGo Invoiced CONTRACTS CNGS5038T 0000007063 UCFO1 Na
UCFO1 CNGO3 13908 equiar CGo Imvoiced COMNTRACTS CMGS50387T 0000007063 UCFM No
UCFD1 CNGO3074 33 equiar CGo Invoiced COMTRACTS CMNG50387 0000007063 UCF Mo
5. | The Bill Summary Info page shows the invoice information and the invoice image.
Select any of the links to review additional invoice information.
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Rrtam & Search P i L hrwt Lt ] pkfy
For example, select View Invoice Image to review the actual PDF invoice that was
created as shown in the following image:
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6. | Select the Bill Summary Info 2 tab to view other values (i.e., Approval Status, Date

Bill Added, Created By [shows who created the invoice]).

Favorites = | Main Menu - > Billing = >

smmary Info Bill Summary Info 2

Unit UCF01

Review Billing Information = »

Inveice CNGO3ITE3IZ

GL Level Bl Creates GL Acet Entries
AR Level Headeris AR Oper
AR Option Use Line for Distribution
Pre-Load Status Done
Budget Check Status ‘alid
Approval Status Mot Required
Diate Bill Added 01/2172020 4.40PM
Created By

Created By Process Worksheet Online

Go to Header Info 1 Address
Bill Search

Copy Address
Line Search

2 Retumn to Search =] Mofify

Bill Sumimary Info | Bill Summary Info 2

Summary

< Attach Invoice Image

' GL Entries Created

VAT Defaults Applied
Invoice Printed

EDI Sent

Currency Converted

AR Pending ltem Created

Notes

B. Review Billing Details

Step | Action

1. | Navigate to Main Menu > Billing > Review Billing Information > Details.

Favorites v | Main Menu -
Search Menu:
Top Menu Featy ® .
8 Employee Self-Service »
The menuis no| ! Manager Sel-Service »
Click on Main M 3 supplier Contracts »
Highlights O Departmental Authorization »
8 o« T »
Recently Used ustomers
appear undertl (3 Customer Contracts 4
menu, located
left 8 Order Management »
8 items »
8 suppliers 4
o] »
Breadcrumbs Purchasing
display your nal C1  eProcurement v
path and give B Services Procurement » |j Summary
to the contents - 5 Detais |
subfolders. 8 Grants 4
[E AR Pending tems
8 Project Costing 3
Ij Review Entries by Invoice
Menu Search &3 proposal Management > B
ey ol & Biling B interface Transactions Review Entries by Journa
sup'!:on‘s., t;_pe 3 3 Accounts Receivable | —  Manage Biling Worksh S Adustment Fistory
makes finding Review Line History
faster. 8 Accounts Payable = Mainiain Bills =R i =
01 AssetManagement B3  Generate Invoices View Supporting Documentation
B Banking 03 Locate Bills
&3 Cash Management B3 Review Biling Information; r
£

Personalize Content | Layout ? Help
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2. | Enter the Invoice (enter CNGO0) and the Customer or Contract to locate the correct
invoice for review.
Favoriles - | Main Menu - » Biling~ > Review Billling Information - »  Summary
Bill Summary
Enier any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Search Criteria
Business L=nll.-_-z UCFO1 f-}.
J irvoice | begins with ~ [cnGo =y |
Bill Status|= vl | ~
Customer| begins with | 'I}\
Contract|bagins with | %7063
Bills in Business Unit]= | K
Tempiate Invoica Flag|= ] [ ]
[Jcase Sensitive
Note 1: The Contract ID is the same as the Award ID.
Note 2: The percentage sign (%) in Contract replaces the zeroes at the beginning of
the number.
Note 3: Review section A of this Addy Tip to search for the Customer by name.
3. | Click Search.
Case Sensitive
Clear Basic Search IQI':] Save Search Criteria
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Step | Action
4. | Select the correct result value in the Search Results to display the invoice. Invoices
display with the most recent at the top.

Search Results
View All First ‘A 1poef20 ‘B Last
B 3 Uiniflinvolce volce Type Bill Type Identifier Bill Status Bill Source Customer Contract Bills in Business Unit Template Invoice Flag
UCFO1 CNGO3TEIdRequiar  CGO Invoiced CONTRACTS CNGSO3ST 0000007063 UCF No
LUCFO1 CHNGO3T 10T equiar CGo Invoiced COMNTRACTS CNG5038T 0000007063 UCFO1 No
LICFD1 CHNG036 equiar CGo Invoiceéd COMNTRACTS CNGS038T 0000007063 LCFOT No
UCFO1 CNGO358 equiar CGo Invoiced CONTRACTS CNGD038T 0000007063 UCFON No
UCF01 CHGO3554 08 equiar CGo Invoiced CONTRACTS CNGBH038T 0000007063 UCFO1 No
UCFO1 CNGO3I4T 1 HRequliar CGo Invoiced CONTRACTS CNGH038T 0000007063 UCFO1 ]
LCFD1 CNGO340T0eReguiar CGo Invoiced COMTRACTS CNGS038T 0000007063 UCFO1 Mo
LUCFO1 (CHG0338568R equiar CG0 Invoiced COMTRACTS CNG5038T 0000007063 UCFO1 No
UCFO1 CNG0332 egukar CGo Invoiced COMTRACTS CNGS50387 0000007063 UCFO1 No
UCFO1 CHNGO32TT4Requiar CGo Invoiced CONTRACTS CNGH038T 0000007063 UCFO No
UCFO1 (CMG032069Requiar CGo Invoiced COMNTRACTS CNGS5038T 0000007063 UCFO1 Na
UCFO1 CNGO3 13008 egular CG0 Invoiced COMTRACTS CNGS038T 0000007063 UCFO1 Mo
UCFO1 (CHNGO3074 3R equiar CG0 Invoiced COMTRACTS CNGS50387 0000007063 LUCFO1 No

5. | The Header-Info 1 tab shows the invoice information and the invoice image. The

View Invoice Image link allows you to review the actual invoice that was created.

i
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Tiamum Y

Cundomes TR

lervoicn Form PR Y
Accounting Date (171

Bemi 2

Crmdt
Buing Speciziui

b= S o] Rcddy | &Y

b Feweow Bl infpwaton~ 3 L

Ireroece Aare AN

Irevosicw Deaim (10717200 Coyele 0
irfore: Seurca SRS Fragpansy
Subluwt S
¥ roms Date
Pay Terma M2 T
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Bl Inguiry Phone 81742

Colaci P,

Baling Authority

Note: Select other links to review additional invoice information.
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6. | The Line-Info 1 tab displays each line that makes up the invoice. Select View All to
view the first five lines of the invoice. To view additional lines, click the arrows # = to
the right of the Max Rows field. This action will show lines 6-10.
Favories » | Wary M - » Blnge > Revew Blog infermason & Detads
-
Uit LCFIA Ball To CHGSOIAT Invcios Amt 7 3543 Ush
Ball Line Findd [ e ddi Fesi 4 fof8 * Law
Seg 1 Lins 1 Met Extended 1 341 2 aE
Hertifinr AS INCURRED Dr|=r|;l|=n T12000 - Pers
Quartity 10 From Date 12022015
Wit of Maasung To Diate 120015
Unit Prics 1,54 1300 Line Type REY Accumulate
Gross Extended 134738 Tax Code Tax Exemnpi
Lass Discount Bvptcen
Plus Surchargs
Het Extended
VAT Amait
Tax Amaist
Het Flus Tax
..-:.- N Page Sevies
= ‘ B Searct 5 t F Hext
£ Retam o Seanch =] Moty ot Refresh
Header - info 1 | Lire - info 1
Note: Only five lines will display at a time.
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7. | The example belows displays the first three lines of an invoice on the Line-Info 1 tab.

Favorites « ‘ Main Menu - > Biling» > Review Billing Information~ > Details
Header - Info 1 Line - Info 1
Unit UCFO1 Bill To CNG50387 Invoice Amt 7,21543 USD
Invoice CNG037633 US Air Force Research Max Rows 5 3 = éf‘,
Laboratory (AFRL)
Bill Line Find | View 1 First ‘4" 1-50f5 '* Last
Seq 1 Line 1 Net Extended 1,341.38
Identifier AS_INCURRED Description 712000 - Personnel
Quantity 1.0000 From Date 12/02/2019
Unit of Measure To Date 12/02/2019
Unit Price 1,341.3800 Line Type REV ~“| Accumulate
Gross Extended 1,341.38 Tax Code Tax Exempt
Less Discount 0.00 Exempt Cert
Plus Surcharge 0.00
Net Extended 1,341.38
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 1,341.38
Seq 2 Line 2 Net Extended 29510
Identifier AS_INCURRED Description 712000 - Personnel
Quantity 1.0000 From Date 12/02/2019
Unit of Measure To Date 12/02/2019
Unit Price 2951000 Line Type REV ~/| Accumulate
Gross Extended 29510 Tax Code Tax Exempt
Less Discount 0.00 Exempt Cert
Plus Surcharge 0.00
Net Extended 29510
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 29510
Seq 3 Line 3 Net Extended 657.28
Identifier AS_INCURRED Description 782000 - Indirect Expense
Quantity 1.0000 From Date 12/05/2019
Unit of Measure To Date 12/05/2019
Unit Price 657.2800 Line Type REV | Accumulate
Gross Extended 657.28 Tax Code Tax Exempt
Less Discount 0.00 Exempt Cert
Plus Surcharge 0.00
Net Extended 657.28
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 657.28
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8. | To view the accounting for the invoice lines, select the Accounting link.

Favoites s | Moo Mew v > Blingw 3 [RevewBilog Informstionw 5 Details
[ io 1 Lirse - Iefo 1
Unilt LCEO1 Bl To CNGS0I8T Iivedcs Amt 7215 4
Invoice CROOITE 15 Maz Fows. 5 EE i
Bill Line Find [ View Al  Fist & 1608 2 Lant
Seq 1 Line 1 et Extended 1,34 o

Idensifier AS_INCURRED Dweription 71

Quartity 1. From Date 12022015
Uit of Measure To Date 120272015

Unit Price 1,341 3800 Line Type REV Accumulate
Grats Exterided 134138 Tax Gode Tax Exempt

Exwmpt Cert

Lass Dizcount
Plus Jurcharge

Mt Extended
WAT Amsaumt

Tax Amsount

Nat Plus Tax

Page Sevies

Line Search L e Prew Hexl

% Refresh

9. | The Unbilled AR tab displays. Select View All to view the first five lines of the
invoice. To view additional lines, click the arrows # = to the right of the Max Rows
field. This action will show lines 6-10.

Favoritesw | Main Menu  w 3 Bllingw > RewiewBilling Informatione 3 Details

21§ Unbilled AR
C Invoice Amt 3 =

Unit

Involes CNGIITEII

Bill Line Yorels Last
Seq 1 Line 1 Met Extencled 134133
entifier AS_MCURRED Description 7120(
B Creates GL Acct Entries
Contract Asset Distribution Personalize | Find | View Al | 1| B2 First & 1of1 & Last
Asetg Informaticn
Code Dept PO t P thvity nabysia T tgory Sub

Parcent 100,00 Amount 134138 Gross Extended

Tax Accounting DiscountSurchasge
hotes Page Series
Summary Line Se: antract Asset Preve Bext
O Retumn to Search | |[<] Notly || Refresh
Header - infa 1 | Line - indo 1 | Linkslied AR

Note: Only five lines will display at a time.
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10.| To view additional pages, navigate using the dropdown box at the bottom of the page.
Select Line — Project Info from the options to view information such as Contract,
Bill Plan ID, Start/End Date, and Activity for each line of the project.

Accounting Discount/Surcharge

Page Series
| Line - Project Info V| Prev Mext

11.| The Line — Project Info tab displays.

Favorites v I Main Menu  ~ > Biling= > Review Billing Information~ >  Details
New Window | Persof
Header -Info1 | Line-Info1 || Line - Proj Info
Unit UCFO1 Bill To CNG50387 Invoice Amt 7,215.43 USD
Invoice CNG037633 US Air Force Research Max Rows 5\ @ = £

Laboratory (AFRL)

Bill Line Sumry Find | View All First ‘4 10of§ Last

Seq 1 Line 1 Net Extended 134138
Identifier AS_INCURRED Description 712000 - Personnel

Project Chartfields

Start Date 12/02/2017 Transaction ID 14699158 Project Info
End Date 05/01/2022 Billing Plan ID B104 PC Bus Unit UCFO1
Activity Type BP Line Project 65016338
Empl ID Contracts Business Unit UCF01 Activity GRANT
Occurrence Contract 0000007063 Source Type LABOR
PPDAddSeq Progress Payment Seq Category
System Source PBI Subcategory
Goto Line Info 2 Tax Accounting Discount/Surcharge
Notes Commit Cntrl Page Series
Summary Bill Search Line Search Line:- Froject o v] Prev et

Return to Billing

[Gh RetumtoSearch | ] PreviousinList ||4] NextinList | [ Notify | ¥ Refresh

Header - Info 1| Line - Info 1 | Line - Proj Info

C. Review Billing Details as Query

If you would like to scan the billing information in query form rather than on the UCF Financials
page or in a PDF, the query FXBI INVOICES INV can be run.
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1. | Navigate to Main Menu > Reporting Tools > Query > Query Manager.

\j Query Manager

U Query Viewer
B schedule auery

Favorites~ | | MainMenu  ~
Search Menu:
Top Menu Featy @ N
d O3 Employee Self-Service »
The menu is noj —)  Manager Self-Servica »
Click on Main M 3 supplier Contracts 3
Highlights 8 Departmental Authorization 3
Recently Use 8 customers '
now appear un| (J Customer Contracts 4
S‘aev:];galzﬂmen 8 Order Management r
O items r
3 suppliers »
Breadcrumbs O Purchasing 3
display yourna| (3 eProcurement 4
&a:n:lzgngtgﬁs 53 services Procurement 4
subfolders O Grants 4
8 Project Costing 4
Menu Search, O Proposal Managemant »
under the Main| &3 Biling »
f‘/ﬁfﬁ l:a‘l{é’: ; 8 Accounts Receivable 4
pages much fajy (3 Accounts Payable 4
3 AssetManagement »
1 Banking b
B cash Management 3
& commitment Control ’
3 General Ledger »
8 locations r
3 setUp Financials/Supply Chain »
& Enterprise Components »
8 workiist 3
3 Tree Manager [
3 Reporting Tools 0 Guery
£3  PeopleTools 8 psinvision
B wy ucr Profile G BiPublisher
B My Personalizations E| Report Manager

Personalize Content | Layout % Help

2. | Enter a Query Name of FXBI_INVOICES_INV.

Favorfes = | Main Keny - » Reporing Took »

Query Manager

Enter any informiat

Find an Existing Query | Create Mew Cuery

“Seareh By

yoi have and click Search. Laave fedds blank for 3

» Oueryw > Query Manages

al valugs

| ST

3. | Click Search.

Cuery Manager

Enler any infon yout have and click Seanch Leawe felds Blank fo

Find an

sting Query | Create Mew Query

*Sparch By [Query Name -]

bagres: with

walugs

o s
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4.

On the FXBI_INVOICES 1INV line, select the HTML link to view the webpage or

the Excel link to download a spreadsheet.

Search Results

*Folder View Al Folders

FYXBI_INVDICES_INV_EY_BILLER Imroicas Ready to be Mailed Public

Inweaces Ready b0 ba

FXBI_INVCICES_INV_BY_BILLR_FRJ \\ 0t ne |

Pubfic

NV_SUM Biling Hér Linéd &nd Dl I Public

FEBI_INVOICES INV_W_JRMLID BilingMdrLines._Dst Inv_n_Anl  Public

Check Al Unchesck All “Action [ Choose
Query
Select Cuery Name Deneer Chwmrer Folder
15| Il'bc’l INVDICES INV IQI ing Hdr Lines and Dred Inv Pubiic
[ FXBI_INVOICES_INV_BY_BILL Billing Hdr Linas: and D Pubiic

\

Parsonalize | Find | v

Renie Renio Renio

Edinl

Edit [Excal L Sehedue  Lookup Refesences

Edit
Edit
Edit
Edit
Edit

Go

HTML Excel

HTML Excel
HTML Excel
HTML Exca
HTML Excal

HTML Excal

Ex Fist 4 16006 & Last

ML S haechuler Defimeonal Refererces
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The HTML page will display as follows (with additional columns available to view):
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I.’.w:-.‘..: Aawvand) Lol % AN Q I
Yierw Rasulls
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The Contract (Award) Like % prompt uses “like” criteria so that you can key
significant digits and query wildcard characters such as AWD%11 (upper case),

%7145, or RF%1206.
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