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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.  
 

 
 
 
 
 
 
 
 
 



 
 

Addy Tips_Accessing Billing Invoices  Page 2 of 16 
7/1/2022 

Step Action 

2.  Enter the Business Unit, Invoice (enter CNG0) AND the Customer or Contract to 
locate the correct invoice for review.  
 

 
 
Note 1: 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.  
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Step Action 
 
 
 
 
 
 
 
 
 
 

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.  

 

 
 
 
 
 

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.  
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Step Action 
 

3.  Click Search. 
  

4.  Select the correct result value in the Search Results to display the invoice. Invoices 
display with the most recent at the top.  
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Step Action 

5.  The Bill Summary Info page shows the invoice information and the invoice image. 
Select any of the links to review additional invoice information. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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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Step Action 
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Step Action 

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]). 
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B. Review Billing Details 

Step Action 

1.  Navigate to Main Menu > Billing > Review Billing Information > Details. 
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Step Action 

2.  Enter the Invoice (enter CNG0) and the Customer or Contract to locate the correct 
invoice for review.  
 

 
 
 
 
 
 
 
 
 
 
 

 

 
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. 
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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.  

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.  

Note: Select other links to review additional invoice information. 
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Step Action 

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. 
Note: Only five lines will display at a time. 
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Step Action 

7.  The example belows displays the first three lines of an invoice on the Line-Info 1 tab.  
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Step Action 

8.  To view the accounting for the invoice lines, select the Accounting link.  
 

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.  

Note: Only five lines will display at a time. 
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Step Action 

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.  

 

11.  The Line – Project Info tab displays.  
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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.  

Step Action 

1.  Navigate to Main Menu > Reporting Tools > Query > Query Viewer. 
 

 
 

2.  Enter a Query Name of FXBI_INVOICES_INV.  
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Step Action 

3.  Click Search. 
 

4.  On the FXBI_INVOICES_INV line, select the HTML link to view the webpage or the 
Excel link to download a spreadsheet.   

 

5.  The HTML page will display as follows (with additional columns available to view):  

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. 

 


