ADDY TIP

&

ATTENTION: UCF
This Addy Tip is a procedural resource for the UCF Financials
Reference Database, which only contains data prior to July 1, 2022. :'gé';‘éﬁéi
DATABASE

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.
Search:
() Bill Summary
My Favorites Enter any infermation you have and click Search. Leave fields blank for a list of all values
Supplier Contracts
Departmental Authorization Find an Existing Value
Customers
Customer Contracts Search Criteria
Order Management
liems Business Unit[= + | Q
Suppliers Invol CBM Q
Furchasing Bill Status[= vl | v
eProcurement CJst-:merM Q
Services Procurement e - —
Grants
Bills in Business Unit
Project Costing EI Q
Template Invoice Flag[= v| | v/
Proposal Management —
Billing [l Case Sensitive
IMaintain Bills
. - i)
Review Billing Informa Search Clear Basic Search |2 Save Search Criteria

Summary

Details

AR Pending lter

y Invoice
Dousincar Créri "X loyarmal
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Action

Enter the Business Unit, Invoice (enter CNG0) AND the Customer or Contract to

locate the correct invoice for review.

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

Contract
Bills in Business Unit[= +| a

Template Invoice Flag| = v| | v |

[ case Sensitive

=]
Search Clear Basic Search = Save Search Criteria

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.
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Step

Action

Bill Summary

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

Find an Existing Value

Search Criteria

Business Unit|= | UCFO01 Q
Invoice Eb_eqli‘: with - Q
Bill Statusgr= | | v |
beglns with ‘/|
Contract ' begins with ~

Bills in Business Unit|= ~ Q

Template Invoice F Iagiz

[ case Sensitive

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 UCFO1

Customer 1D | begins with
City| begins with
Name 1 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.
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Step | Action

Search Results
View 100

iCustomer ID' ity

CHGE0Z4E Patrick AFE
CNGS50387 fColumbus

CMNG50387
CMNG50387
CMG50387
CMG50387
CMG50387

Eglin AFB
wirtland AFB
Atlanta
Eqlin

Vright-Patterson AFB US Air Force Research Laboratory (AFRL)

First 'A' 170f7 & Last
Name 1
US Air Force

US Air Force Research Laboratory (AFRL)

US Air Force Research Laboratory (AFRL)
US Air Force Research Laboratory (AFRL)
US Air Force Research Laboratory (AFRL)
US Air Force Research Laboratory (AFRL)

3.| Click Search.

[l case Sensitive

Search Clear

a
Basic Search &

Save Search Critena

b

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

| Search Results

Wiew All First ‘A
3 dinifinvolce mvoice Type Bill Type identifier Bill Status Bill Sovrce  Customer  Contract
UCFDM CNGO3TEI MR egqular CGo Invoiced CONTRACTS CNGS03ST 0000007063 UCFIN
UCFm CNGO3T10TReguiar cGo Imvolced CONTRACTS CNG50387 0000007063 UCFOM
UCFO1 CHNGO36 egukar CGo Invoiced CONTRACTS CNGS038T 0000007063 UCFI
UCFO1 CNGO358! egukar CGo Inveiced CONTRACTS CNGS038T 0000007063 UCFIM
UCFm CHGOI55400 equiar cGo Invoiced CONTRACTS CNGS0387T 0000007063 LCFM
UCFmM CHGO34T 18R egular CGo Imipicad CONTRACTS CNG50387 0000007063 LICFDM
UCFO1 CNGO340TRReguiar CGo Imigicad CONTRACTS CNGS0387T 0000007063 LICFD
UCFD CHGO3IS! eguiar CGo Invoiced CONTRACTS CNGS038T 0000007063 UCFO1
UCFD CHNGO332 aguiar CGo Inveiced CONTRACTS CNGS038T 0000007063 UCFO1
UCFmM CHGO327THReguiar CGo Inveiced CONTRACTS CNGS03ST 0000007063 UCFON
UCF CHGO32058Reguiar CGo Invoiced CONTRACTS CNGS038T 0000007063 UCFO
UCFD CHGO313 Bguiar CGo Imisiced CONTRACTS CNGS50387 0000007063 LICFM
UCFmM CHGOI074 R equiar CGo Invoiced CONTRACTS CNGS038T 0000007063 UCF01

1-20 of 20

Bills in Business Unit Tempiate Invedce Flag

No
No
No
No
No
No
No
No
No
No
No
No
No

k' Last
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Step | Action
The Bill Summary Info page shows the invoice information and the invoice image.

Select any of the links to review additional invoice information.

Toeul VAT A
Templale 5

Tortal vagui @ Arragar

Faraded Bsl
P el 25 A
Cocw Ciate

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
Apprwe by e o NArBgReaTt i) Uagi. | PAGEL 1 OF | PALILYS
REQUEST FOR ADVANCE 1. a L{mwmbﬁn 7. WA OF REGUEST
OR REIMEURSEMENT [ L T Ut [ 1cas
T THNARD O bk | PECHALSTED b X i ol bix |I|m
LIFREAL  [¥] PARTIAL
3. FLDURAL SPOWSCIMING AA ML AND CHCANGEATIONAL LUUMUNT | & FIDUMAL GIRART OF OTHLR DUMTB YING | 5 PARTIAL PATMINT
0 WHICH THIS REPORT 15 SUBMITTED WUMBER ASSIGHED BY FEDERAL AGENCT | REQUEST NUMBER FOR
s u u - = L CE Ttk R QUi ST
i =
FIOm | Mo ooy pear) T (i, aay, yean
12012019 12312019
5. RECIPENT CEARLATION T, FAVEE (Whwete chasck s b3 b seril if aifferard Bhan dom 9]
Hare THE UNVERSITY OF CENTRAL FLOROA BOARD OF TRUSTEES Mo THE LN RSITY OF CENTRAL FLOMDS DOARD OF TRUSTIES
Duns. 1508054653 Pt sl et PO B 10118
Mot ot et 1000 FBDRLARTH PARRAAY SLETT S0 Gty Sumte aned IIF Cog ORILANGKO FL 00 E-0010
Stais bl TP Cods L M6 1248
11, COMPUTATION OF ARCRINT 0F REMBUR SEMENT S ATVARCE S BEGUESTED
a} 1] [c) TOTAL
PROGRAMSFURCTIONSACTIMTIES
& Tolsd program [ o date) § [} b
£uays 10 date 1201201 196,795 90 195,75 50
B Laoa: Cumulalies pOgusm nooms
. hat prosgraem cumlarys (Line @ s B0 B VIE TR0 V8,706 8
2 i et e culineh Ke ihvanc panod
. Tokal {Som o e 4 VIE TR 50 1,70 B
1. bon-F esseral ihary of amount on ine & [ 00
@ Focarnl ghare of Smourd on i @ 188 T 188 P
% F it iy S 4 Sl (i 0 S AT T EEL 47
i Feciial shae mory QUi [ O mas b TFI5 4% T.HE 43
L
| AT P Dy SO 1% i
s et by Faeral grantor
By W LS O 2 manlis
evachecued T
97, ALTERMATE COMPUTATION FOR ADVARCES ORLY
i F itrrue st al S Suflin DR wall B Uk Surreg s Coyind By B ASvarce
= Laras Ebrvuiiin? Bl of Fioiral CESN of fubfed d of Didieers] oof i e (i
= Amount regssted (L a M i b)
11 CERTIFCATION
| oty Faid b By bt o oy bnowiadion oo bl | SICRLATILIAE OF AUTHMCEICTD CHRMIFVING OFFaC1aL DATE RECUEST
P (S O PR PP A T 8 Bl e SUEMITTED
e iy O A T (O £ O O SN0
gresmant and Tial paywent s tue and has nol been -
AL PR
TPED O FRINTED NAME ARD TITLE TELEPHORE (AREA CODE,
RUMBER, EXTENSION]
Van Nguyen AOT-B25-5TTH
Agcountant
Vian. Nguyeniiud adu
Wi i o igeailiy o
T STAMDART FORM IT0 (T47)
Prasorbed by DU Crmglaey A 000 erefl L0100
Addy Tips_Accessing Billing Invoices Page 6 of 16

7/1/2022




ADDY TIP

ATTENTION:

This Addy Tip is a procedural resource for the UCF Financials
Reference Database, which only contains data prior to July 1, 2022.

&

UCF

FINANCIALS
REFERENCE
DATABASE

Action

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]).

Bill Summary Info Bill Summary Info 2

Unit UCFO1 Inveice CMGOITEIZ
GL Level
AR Level He
AR Option |

Pre-Load Status Done

Budget Check Status \a

Approval Status Mo ired
Date Bill Added 0172172020 4.40FM
Created By
Created By Process Worksheet Onling
Go o Header Info 1 Address Copy Address
Bill Search Line Search
i Retumn to Search | Notify
Ball Suminary Info | Bill Summary Info 2

Attach Invoice Image
WAT Defaults Applied
Invoice Printed

EDI Sent

Currency Converted

GL Entries Created

AR Pending Item Created

Notes
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B. Review Billing Details
Step | Action
1. | Navigate to Main Menu > Billing > Review Billing Information > Details.
Search:
D) Bill Inquiry
My Favorites Enter any information you have and click Search. Leave fields blank for a list of all values
Supplier Contracts
Departmental Authorization Find an Existing Value
Customers
Customer Contracts Search Criteria
Order Management
Items Business Unit[ = v| | Q
Suppliers nvoice Q
Purchasing Bill Status| = v | v|
eProcurement Customer aQ
Services Procurement Contract
Grants — -
Project Costing [_lCcase Sensitive
Proposal Management
Billing m
Maintain Bills Search Clear | Basic Search 2 Save Search Criteria
Locate Bills
Review Billing Information
Details
AR Pending ltems
L |
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Step | Action

2. | Enter the Invoice (enter CNGO0) and the Customer or Contract to locate the correct

invoice for review.

Bill Summary

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

Find an Existing Value

Search Criteria

Business Lr:ll: = UCFO1 Q
Illwa'-.-_' bagins with ~ |CNGD '-a;l
Bill Status = | ]
Customer | begins with Q
Contract|begins with | %7063
Bils in Businass Unit[= | [}
Template Invoice Flag -_- < '_ ~

L Case Sensitive

Note 1: The Contract ID is the same as the Award ID.

the number.

Note 2: The percentage sign (%) in Contract replaces the zeroes at the beginning of

Note 3: Review section A of this Addy Tip to search for the Customer by name.

3. | Click Search.

Case Sensitive

o !
Clear | Basic Search |2 Save Search Criteria
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4. | Select the correct result value in the Search Results to display the invoice. Invoices
display with the most recent at the top.

View First ‘&' +;mer20 B Last
Ba 3 Ll QI onoiE involoe Type Bill Type lbentifier Bl Status Bill Sourcs Customer Contract Bills in Business Unit Tempiate Invoice Flag
UCFO CNGOITEIHRequiar CGO Imvpiced CONTRACTS CNGS0387 0000007063 UCFM No
UCF1 CNGO3T107TReqular CGo Imipiced CONTRACTS CNG50387T 0000007063 UCFO1 Mo
UCFO CNGO3G664R egutar CGD Imvplced CONTRACTS CNG50387 0000007063 UCFIM Mo
UCF CNGD35E equkar CGo Imvpiced CONTRACTS CNGS0387 0000007063 LICFOM N
UCF01 CNGD3554 08 equiar CGD Invoiced CONTRACTS CNGS50387 0000007063 LICFO No
UCFD1 CNGD34T 18R equiar CGo Imvoiced CONTRACTS CNGS0387 0000007063 LICFO1 No
UCFO CNGO3407T R egular CGo Imvgiced CONTRACTS CNG5038T 0000007063 UCFO1 Mo
UCF01 CNGO33896R egular CGo Imigiced CONTRACTS CNGH033T 0000007063 UCFO1 No
UCFD1 CNGD33258R eqular CGD Imvoiced CONTRACTS CNG50387 0000007063 LCFO1 No
UCF CNGO327 T 4R egular CGD Imvgiced CONTRACTS CNG50387 0000007063 LICFO No
UCF01 CNGO320658egular CGo Invoiced CONTRACTS CNGS0387 0000007063 UCFO1 Na
UCF01 CNGO3 13908 egulal CGo Invoiced CONTRACTS CNGS0387 0000007063 LCFO1 Na
UCFD1 CNGO307 43R egular CGo Imvgiced CONTRACTS CNGH033T 0000007063 UCFO1 Mo

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.

Imwoice Ch

T WY

Brpe Gk WYortaheet

Cunmeree

brvvics Form 1

Areoamting Date 0171

it T

Saln T

Credi

Bulimg Spaciziat

ryoce Aore
brrrics Dade 00710 Cyche I MONTE
Lource Fregirmecy
Swbluntl Sl
From Dade 1 To Cude 12731
Pay Tereen M Pay Misthod Drec
Baric dccount A ‘e Ve E o
B lngpsiry Plone
Codaci
Billing Aurharity
-
Page Griled

e

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 2 = to
the right of the Max Rows field. This action will show lines 6-10.
Note: Only five lines will display at a time.
-
Ut 1 BNl Te CHGE Inveiss AmE =
Involce CHO0ATELL Maz Rows £ i
Bill Line i.--l of §
Seq 1 Lins ¥ Net Extended 1341 -in.
i fi Dwacription
Cuartiey From Date 12
Wit of Maasure T Date 12
Unit Price Line Type REV Accumulate
Grass Extenided Tax Code Tax Exemipt
L#es Dizcount Eckiupt Oary
Plus Surcharge
MNet Extenced
s
Nt Plus Tax
Fage Sevies
R o Sea t R
......... i
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Action

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

Header - Info 1 Line - Info 1
Unit UCFO1 Bill To CNG50387 Invoice Amt 721543 USD
Invoice CNGO037633 US Air Force Research Max Rows 5 B = 21
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 295.10
Identifier AS_INCURRED Description 712000 - Personnel
Quantity 1.0000 From Date 12/02/2019
Unit of Measure To Date 12/02/2019
Unit Price 295.1000 Line Type REV | Accumulate
Gross Extended 295.10 Tax Code Tax Exempt
Less Discount 0.00 Exempt Cert
Plus Surcharge 0.00
Net Extended 295.10
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 295.10
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.
-
Uit 1 B T Inviéce Amt
Irvolce CMN Max Bows 5 F =
Bill Line | 1645
Seq Line 1 Het Extended 1 341 WL
iderifi Dwdcription 712000 - Fa
Quantiey From Date 1
Uit of Maasure To Date 12
Unit Price Line Type REV Accumulate
Grois Extended Tax Code Tax Exemnpt
Less Discount Exvmpt Cort
Pius Surcharge
Het Extended
WAT Amaurt
Tax Amount
Mt Plus Tax
'
M P.\I'Jf‘ Setien
Red x Search efres.
-
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 ¥ =

field. This action will show lines 6-10.

Uniit Bill To CHOE 7 Invales At 791543 LS B8
Invoice Max Rews 5 FE ¥
Seq Lire 1 Mt Extended 134138
Ientifier AS_INCURRE Description 712000 - Persor

Porcent

Amournt Gross Extended

Note: Only five lines will display at a time.

to the right of the Max Rows
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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.

Accounting Discount/Surcharge

Page Series
‘ Line - Project Info v| Prev Next

11.| The Line — Project Info tab displays.

New Window | Persor
Header - Info 1 Line - Info 1 Line - Proj Info
i Bill Te CNG50387 Inveice Amt 7,215.43 USD
Invoice CNG037633 US Air Force Research Max Rows 5 ¥ =
Laboratory (AFRL)

=]

Bill Line Sumry Find | View All First ‘4 10f5 Last

Seq 1 Line 1 Net Extended 1,341.28
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
et | |
Summary Bill Search Line Search Line - Project Info | | Prev Next
Return to Billing
2 Return to Search ] PreviousinList |4 ] Nextin List =] Notify ||z Refresh
Header - Info 1 | Line - Info 1 | Line - Proj Info
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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.

Search:

() Query Viewer
My Favorites
Supplier Contracts
Departmental Authorization

Customers

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

"Search By begins with
Search Advanced Search

Customer Contracts

COrder Management

Items

Suppliers

Purchasing

eProcurement

Services Procurement

Grants

Project Costing

Proposal Management

Billing

Accounts Receivable

Accounts Payable

Aszset Management

Commitment Control

General Ledger

Set Up Financials/Supply
Chain

Enterprise Components
Worklist

Reporting Tools
CQuery
CQuery Manager

Query Viewer

Enter a Query Name of FXBI_INVOICES INV.

Query Viewer

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

['Search By [Query Name v FXBI_INVOICES_INV

e

Search Advanced Search
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3.| Click Search.

Enier any infprmation you have and click Search. Leawe figlds Dlank for 3 s of all valugs

Find an Existing Ouery | Creala New Cusry

*Search By [Cusry Name 7] bagins with FABI_INVOICES_INV

Search Avanoed Saarch

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

Search Results
“Folder View |- Al Foiders
Check All Linchasci Adl “Action [ - Chonse S Go
Query Personaize | Find | viewan | ) B Fist 4 15016 0 Last
Select Query Name Dess e Foiier Ean [roic Fe0 BRI coheduls  Definisonsl Relerences
15| Il'bci.L INVOSCES INV IQ. ing Hdr Lines and Dstinv  Public Edit MML  Schedule  Lookup References
3_INV_BY_BILL Biing Haf Lines and D Pubiie Edit MTML Exesl XML Schedue  Lookup References
S_INV_BY_BILLER Inveices Ready fo be Mailed  Public Edit HTML Exesl XML Schecule  Lookup References
. : Ivvices Rieady 1o b
3_INV_BY_BILLR_PRJ Jro e wady lo be Public Edit HTML Excel XML Schecue  Lookup References
5_INV_SUM Biling Har Lines and DstInv  Public Edt HTML Exeel XML Schedue  Lookup References
FXEI_INVOICES_INV_W_JRNLID BilingHorLines_Dst Inv_n_Mni Public Efit MTML Excel XML  Schecue  Lookup References

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

FXBI_INVHCES_INV - Billing Hdr Lines and Dt Inv

I.’-.r:-.'.: Bowvardl Likoe % AWDH 11 L]

Wira Rsults

Downicad fesulls i . Exo Speesdches] LSV ol Fée XML Fia (D kD)

Ao L Contrsct Irvecate Irve Cla i P et oA LIS

L
i LICFD1 A0 G JTEET O 0 1680TADY B 1
3 LICFDT AW L (g 20 18EETAGT 148 Ol y
¥} UCFDT MWDO0D0NE CRGIOTEET 01092020 16607TADY 29440

4 UCFDT AWDOO0000NE CRGIOTEET 1097020 16607400 T400 4

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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