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COURSE 4. PROCESS BILLING

System Navigation for Grants

UNIT 2. PROCESS BILLING: MONITORING DATA

. MONITOR COMPLIANCE

After an award has been set up and transactions have been made against an award, monitor

compliance before processing billing.

Sten

Action

1.

Navigate to Main Menu > Project Costing > Interactive Reports > Manager
Transaction Review.
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Step | Action

2. | Enter values in the following fields:

a) Business Unit
b) Project (Project ID)

Manager Transaction Review || CostReview || Biling Review
Select (7
*Business Unit UCFO1 Q Contract (s}
Project 16406228 Q Contract Line Number a
Activity Q,  Select Project Activities
Analysis Type a Employee ID Q
source Type Q Revenue Distribution Status v
Category aQ Billing Distribution Status A
Subcategory Q
View Type (7 Reviewed (7
® Detail
Summary Template ID ® Al Reviewed Not Reviewed
Transaction Summary Template
Date Type
Date Type hd From Date ) Through Date 5
Reset

3. | Click Search. (See image in previous step.)

4. | Review transactions. If an item needs to be deferred, click the Billing Review tab.

Manager Transaction Review Cost Review
Detail Review (2
General Transaction Details Confract Information
Reviewed Project Activity Analysis Type  Amount Egg:”“ Adjust Transaction Date  Accounting Date
16406229 DIRECT_EXPENSE ACT $528.00 USD
16406229 DIRECT_EXPENSE ACT 82 UsSD 07/01/2013 08/13/2018
16406229 DIRECT_EXPENSE ACT §7.40 USD 07/01/2013 0&/13/2018
16406229 EQUIPMENT ACT $9,956.00 USD 08162017 0g/01/2017
16406220 EQUIPMENT ACT $13,846.00 USD 04/02/2018
16406229 EQUIPMENT ACT $80.00 USD 08162017 09/01/2017
16406229 GRANT PAY $34.00 USD
16406229 GRANT PAY $34.00 USD
16406229 GRANT PAY §1,700.00 USD
16406229 GRANT PAY $1,700.00 USD
16406229 GRANT PAY $-538.00 USD
16406229 GRANT PAY $538.00 USD
16406220 GRANT PAY $10.76 USD 06/30/2019
16406229 LABOR PAY $4,863.36 USD 07202017
16406229 LABOR PAY $371.29 USD 07712017 07202017
7 Select All R red Clear All Total Cost Amount $13236201 USD
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Stepn

Action

Check any Deferred items that should not be billed. The BIL cannot be Deferred if

the revenue has been recognized.
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Click Save. (See image in previous step.)
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Il. MONITOR F&A

When the F&A process errors out, follow these steps to monitor F&A, update errors, and rerun
the F&A process.

Sten

Action

1.

Navigate to Main Menu > Grants > Awards > FA Error Interactive Report.
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C1  General Ledger E] [E Process Retroactive Faa
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B3 Tree Manager » [El Review Ratroactive FRA
2. | Enter values in the following fields:
. .
a) Business Unit
b) Project
Favortes~ |  Main Menu  ~ > Grants= > Awards~ >  FA Emor Interactive Report
FA Error Interactive Report
Search Criteria for FA Error
Business UnitUCFO01 Q,
Project 14276034 Q,
Activity QL
Accounting Date From [5] Thru [E
Transaction Date From El Thru [5]
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Step | Action
3. | Click Search. (See image in previous step.)
4. | Resolve any errors as appropriate.
Facilities and Administration Inquiry Personalize | Find | View All | & | [ First (4 10f6 (b Last
ID || Charfields || Date and Amount =w
Error Status Process Instance E;‘:E:t
Institution Rate Pct Not Found 9729175
5. | Once Errors have been corrected, rerun the F&A process.
6. | Verify that Errors have been resolved and F&A expenses have calculated and posted.
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lll. RECONCILIATION & EXPENDITURE REVIEW

After appropriate processes have been run to ensure data is in Proj Resource, a reconciliation
and expenditure review can be conducted.

Sten

Action

1.

Navigate to Main Menu > Reporting Tools > Query > Query Manager.
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Run billing support queries to view expenditures such as
FXCA_BILLING_PROJ_RES, which shows all possible billing in

PROJ RESOURCE, or FXCA_BILLING_PROJ_RES CONTR, which allows a
contract number to be entered to pull contract-specific data from PROJ RESOURCE.
Enter the Query Name.

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Query | Create New Query

*Search By [Query Name ~|  begins with |FXCA_BILLING_PROJ_RES |

Advanced Search
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Step | Action

3.

Click Search. (See image in previous step.)

Select the query to run and click Excel.

Search Results

Check All Uncheck All
Query

Select Query Name

FXCA_BILLING_PROJ_RES_LK
FXCA_BILLING_PROJ_RES_NOLINES
FXCA_BILLING_PROJ_RES_NOLINES1
FXCA_BILLING_PROJ_RES
FXCA_BILLING_PROJ_RES_4000_EQ
FXCA_BILLING_PROJ_RES_BI DISTW
FXCA_BILLING_PROJ_RES_CONTR
FXCA_BILLING_PROJ_RES_NOLINES
FXCA_BILLING_PROJ_RES_NOLNBIST

[cowoowooogf

FXCA_BILLING_PROJ_RES_CONTR_LK Contracts bills w proj res

*Folder View |— Al Folders — hd
*Action | Add to Favorites hd

Descr Owner Folder
Private
Contracts bills w proj res Private
CA bills wfo cost for Clupld  Private
CA bills wio cost for Clupld  Private
Contracts bills w proj res Public
Eg;épﬂ;\;cts now Direct Public
Contracts bills w proj res Public
Contracts bills w proj res Public
CA bills wfo cost for Clupld  Public
CA bill wiocst bill stage thl Public

Go

Personalize | Find | View All | [ @ First '4) 1-100f 10 ‘»' Last
Edit E#;Eﬂ E:?etln 2:{[‘0 Schedule Definitional References
Edit HTML | Excel XML Schedule Lookup References
Edit HTML |Excel XML Schedule Lookup References
Edit HTML | Excel XML Schedule Lookup References
Edit HTML | Excel XML Schedule Lookup References
Edit HTML |Excel XML Schedule Lookup References
Edit HTML | Excel XML Scheduls Lookup References
Edit HTML | Excel XML Schedule Lookup References
Edit HTML |Excel XML Schedule Lookup References
Edit HTML | Excel XML Schedule Lookup References
Edit HTML | Excel XML Schedule Lookup References

If a favorites list has been created, the two, suggested queries can

be viewed together.

My Favorite Queries Personaiize | Find | £ B Fist 4 12012 0 Last
Guery Name Descr Qwner Folder Edit funte Runfo Munto  coneduie Definitional References  Remove
FXCA_BILLING Contracts bills w proj res Public Edit HTML XML Schedule Lookup References =
FXCA_BILLING_PROJ_RES_CONTR Contracts bills w proj res Public Edit HTML XML Schedule Lookup References =

Clear Favorites List
5. | Enter values in the following fields:

a) Accting Date From

b) Accting Date To

c) Business Unit
FXCA_BILLING_PROJ_RES - Contracts bills w proj res
Row Unit S B g :’_" = N T

? ) o Type - m” o YPE LORITAER corm Num T Meth|

Click View Results. (See image in previous step.)
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Stepn

Action

7.

Run data integrity queries or existing tools/reports. (The report in the image has been
sorted by status to remove closed contracts. This query displays which BIL are
available to bill and each OLT is shown by contract or project.)

1

2

3] NG IO RETIVE | AS_WCLRRED 031565000 GRAN

4 |UCFOI €GO CNG [D00000S183 | FXBIWOS 4 BH-CNGT6  CNGS0003  1CNGS0003 | ACTIVE | AS_INCURRED PVT  "031380 GRANT  PRP
S |UCFOT COD  CNG [0000005189 | FYBAJOE 4 BHCNG  CNGS0003  1CNGS0009 | ACTIVE | AS_WCURRED PVT 0316010 GRANT  PAP
PEGIUCFOT  CGO  CNG [D000008M3 | FXCGSF270 2 BIHCNGN EFT CNGSO448 2 CNGSO448 | ACTIVE | COST_REME  FED 53096080 OIRECT_EXF PRP
PETIUCFO1 €GO CNG [D000008M3 | FXCGSFZT0 2 BHCNGT EFT CNGS0448 2 CNGSO4dS | ACTIVE | COST_REME FED 53015080 DIRECT_EXFPRP
Pe8|UCFO1 GO CNG [000000SW3 | FXCGSF270 2 BI-CNGT EFT CNGS0448 2 CNGS0448 | ACTIVE | COST_REME FED 53076080 DIRECT_EXFPRP
PES|LCFO1 €GO CNG [DD0000SM3 | FXCGSF270 2 BI-CNGT EFT CNGSO448 2 CNGSO448 | ACTIVE | COST_REIME FED 53016080 OIRECT_EXF PRP
P70/UCFOT €GO CNG [D000005W3 | FXCGSF270 2 BI-CNGTI EFT CNGS0448 2 CNGS0448 | ACTIVE | COST_REME FED 53076080 DIRECT_EXF PRP
71UCFO1 G0 CNG FXCGSF270 2 BRCNGT EFT CNGSD448 2 CNGS0448 | ACTIVE | COST_REME FED 53016080 DIRECT_EXFPRP
72 UCFO1  CGO  CNG (0000006846 | FXCGSFI0X 1 BI-CNGTI EFT CNGS0448 2 CNGSO448 | ACTIVE | COST_REIME FED  'B4016406 DIRECT_EXSPRP
73 UCFOT  CGO  CNG [0000006846 | FXCGSFI03X  1EI-CNGI3 EFT CNGS0448 2 CNGS0448 | ACTIVE | COST_REME  FED  '54016405 DIRECT.EXFPRP
74|UCFO1  CGO  CNG (0000007026 | FXCGSFP 1B-CNGOTCHK CNGS2035 1 CNGS2035 | ACTIVE | COST_REIME  FOPTP 63016117 DIRECT_EXF PRP
75/UCFO1 €GO CNG (000007026 | FXCGSFP 1B-CNGO? CHK CNGS2035 1 CNGS2035 | ACTIVE | COST_REIME  FOPTP '83078T17  DIRECT_EXS PRP
76/UCFOT  CGD  CNG (000007303 | FXCGSFPE  1BI-CNGDMCHK CNGS2451  1CNGS2451 | ACTIVE | COST_REME VT "24036068 DIRECT_EXFPRP
P77/UCFO1 €GO  CNG (0000007303 | FXCGSFPB | 1BICNGDMCHK CNGS2451  1CNGS24S1 | ACTIVE | COST_REME  FVT  "24038088 DIRECT_EXE PRP
T8|UCFOT €GO CNG [D000007303 | FXCGSFPB 1 BI-CNGD CHK CNGS2451 1CNG52451 | ACTIVE | COST_REIMB  PVT 24038068 DIRECT_EXFPRP
T3UCFOT CGO  CHG [DO00007303 | FXCGSFPS 1 BI-CNGD4 CHK CNGS2451 1CNGS2451 | ACTIVE | COST_REIME  PVT  "24035065 DIRECT_EXIPRP
Pe0jUCFO1 €GO CNG (0000007303 | FXCGSFPE | 1BIFCNGOMCHK CNGS2451  1CNGS2451 | ACTIVE | COST_REIME VT "24088088 DIRECT_EXPRP
PS1/LUCFOT €GO CNG [D000007313 | FXCGSFP 1B-CNGDMCHK CNGS2451  1CNGS2451 | ACTIVE | COST_REIME  FOPTP 24038071 OIRECT_EXF PRP

Fle ~ Home Insert  Pagelayout  Formulas Data  Review View Help  Acrobat Share T Comments
Calibri NITRR o vl 25 Wrap Text Number P I_—E"‘% ;-/1 i v | Z- EV /O é;
; % Delete ~
B I ~ He - A | = =] = & 0 o | Conditional Formatas Cell . Sort& Find& Tdeas
2 v = - = 1 Merge & cierier $%? Formatting = Table~ Styles~ | [EFormats | €~ Figer~ Select~
Clipboard 1 Font 5 Alignment 5 Number 5 Styles cells Editing ldeas
AM266 ' 5 25.96

EI3002022 B10G
63012022 B103
BI30/2022 B103
S1812020 BN
51812020 BT
51812020 B101
51812020 B0
S/1612020 B101
51812020 B101
wmzozz B
wiizozz B0
B2812020 B0
Bi28/2020 B101
TW30I2013 B10T
W3n2013 B0
W20 BN
W32 B0
WIS B0
302013 B10T

i\ 750 TIED 2
OLT | 7ISR018 630201 MO0T3 K0 T12400 2N
COLT | 72018 §30/201  421257.3307712501 "Zn)
BL a0 S 25.960"73414 2w
BiL 42013 Sr20R 1340 734004 20
BL V201 Si2i0E T7.4307734401 29
BL an0n  SR20W 277607734401 2
BIL 4201 ST 37.900 734400 "Z0)
BL a0l Skom 587707734401 "2
BL anzog S 275500 3TN "28)
BiL e Sk 53832071371 24
o7 | anseon sweeos 214207734704 29
oL | wsems  sezow 210734704 2
OLT | 4rzzr0n stz 386.8307735101 "2
oLt | 2ot seieow 133407735101 "2
BL | 422201 S0 437807135103 "2n)
OLT | 42201y Sii20m 193,380 735103 20
OLT | a2zzrz0te  szizos 34378073503 29
BL | 4232019 S220W 18000007130 2

Take necessary action to correct the data as appropriate.

Grants — Process Billing
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IV. RESOLUTION OF OVERDRAFTS

When awards will not have additional funds added and the project has spent more than its
allotted amount, overdrafts need to be resolved. Then, the award can be altered or the expense
removed.

Stepn

Action

1.

Navigate to Main Menu > Reporting Tools > Query > Query Manager.

Favorites » ‘ Main Menu  ~

Search Menu:

Top Menu Featy ® hd

Employee Self-Service
The menu is naw Manager Self-Service
Menu to gat stal Supplier Contracts

Highlights Deparimental Authorization

Recently Used Customers
appear under t
menu, located

Customer Contracts

Order Management

ltems
Suppliers
Purchasing

Breadcrumbs
your navigation
you access to i
subfolders

eProcurement
Services Procurement
Grants

Project Costing
Proposal Management
Menu Search, v o
Main Menu, no
ahead which m
pages much fa;

Billing

Accounts Receivable

Accounts Payable

Asset Management

Banking

Cash Management
Commitment Control

General Ledger

Allacations

Set Up Financials/Supply Chain
Enterprise Components

Worklist

¥y v T Yy Yy ¥Yr T T T Y ¥YTYTOTTYTYTYTrroe vy vororowow v A

Tree Manager

O Y o O O O O O I I G

Reporting Tools U Query

PeopleTools U Psinvision

My UCF Prafile 8 B Publisher

My Personalizations E  report Manager |

Run Billing Support queries such as FXPC_PROJ_W_OLT to view expenditures.

Enter a Query Name in the begins with field.

Query Manager

Enter any information you have and click Szarch. Leave fiels blank for 3 list of all values

Find an Existing Query | Create Mew Query

*Search By [Query Mame w|  begins with Ir}f.P‘C_::!':I.._'l.-";'_':ILT

Advsnced Search

Grants — Process Billing
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Step | Action

3. | Click Search. (See image in previous step.)

4. | Identify which transactions have created the over-the-limit (OLT) rows using the
Excel report.

Search Results

*Folder View |- All Folders
Crecers | Uncheck O e —
Query Personalize | Find | View All | ' | B First 1of1 Last
R N . = = FRunts FRunto Runfo - . -
salect Quary Name Daser wnar older Edf  mb Exosl XML Scheduls DeMnitional Referancas

FXPC_PROJ_W_OLTS Proj_w_0OLTs Public Edit HTML W}:ML Schedule Lockup References

5. | Contact the department to remove the offending transactions.

Grants — Process Billing Course 4 — Unit 2, Page 10
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V. MONITOR SPENDING

After University of Central Florida processing has been completed and temporary bills (TMPs)
have been generated, spending should be monitored. Then, a single action invoice can be
processed. Follow these steps to monitor spending:

Stepn

Action

1.

Run the Budget Position Report to verify total billing.

If TMP is incorrect, either defer, delete, or merge necessary lines.

Note: To delete a line, follow the next steps.

Navigate to Main Menu > Billing > Manage Billing Worksheet > Update Billing
Worksheet.

& ucF Financials Aot Seaun Bl Lot Sexch Resuts
Favorites v | Main Menu  «
Search Menu:
Top Menu Featy @ g d
8 Employee Sel-Service 3
The menuisno| —  Manager Self-Service ¥ lin
Menu to get stal (3 supplier Contracts 4
Highlights 03 Deparimental Authorization r
8 cus er »
Recently Used Customars
appear under tl (3 Customer Contracts 4
menu, located
8 oOrder Management r
O tems 3
8 suppliers b
[ 1 3
Breadcrumbs urchasing
your navigation) [ eProcurement rE
you access to ¢ ;
Y 3 Services Procurement v
subfolders. Services Procurement
O Grants »
3 Project Costing 3
8 Proposal Management L4
Menu Search, e ! g = N
Main Menu, noj & Biling
ahead whichm| Accounts Receivable =] 4 5 Update Billing Worksheet I
ages much fa: REEETE e p -
pag ] ounts Payable T3 Maintain Bills ._] Review Contract/Project Bills
Accounts Payable
£3 Assef Management 3 Generats Invoices [E] Letter of Credit Summary
03 Banking =] Bills |5l Process worksheet Approval
3 Cash Management =] v Billing Informat ._] Process Worksheet Delete
83 commitment Control 3 Review Processing Results 3
3 General Ledger 3 ucF custom 3
]

Allocations 4 |

Click the Set Filter Options link.

Worksheet Headers Line Details

Business Unit

To change your search criteria, click Set Filter Options. Set Filter Options Search

Header Level Detail Persanalize | Find | View All | 1] [ First (4 10f1 (}) Last
Confract Project Letter of Credit ID LOC Doc 1D Pretax Invoice Amount Currency Add To Bill Billing Worksheet Header Info 1
0.000 Q &8

Grants — Process Billing Course 4 — Unit 2, Page 11
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Step | Action

5. | If a Message displays, click OK.

Vessage

Business Unit is required. (12500,327)

Select a business unit for processing

Enter the Business Unit.

Filter Options

Enter your s utton fo display new resulis.

©®

Bill To Customer From Q
Accounting Date From
Invoice Date From
Billing Type From Q
Bill Source From Q
Contract Type From Q
Contract From xQ
Project From Q
Billing Specialist From Q
Billing Worksheet From Q
Letter of Credit From Q
LOC DocID From Q
Pretax Invoice Amt From
Added Within Days
Date Added From
User 1 From

Through
Through
Through
Through
Through
Through
Through
Through
Through
Through
Through
Through
Through

Through
Through

Help
Q
Q
Q
Q

xQ
xQ
xQ

Q
Q
Q

Click Search.

Include Approve Later Bills
Include Delete Later Bills

Save Search Clear Search Retun

Select the TMPs to be deleted.

Golo

Manage Contract/Pr Letter of Credit Summary

[=] Notify ||* Refresh

'orksheet Headers | Line Details

Favorites - | Main Menu - > Billing + » Manage Billing Worksheset v > Update Billing Worksheet &
Worksheet Headers Line Details
Business Unit UCFD1
To change your search criteria, click Set Filter Options Set Filter Options Search
Header Level Detail Personalize | Find | View All | (1| [E] First (4 1-4 of 60 Last
=
Contract Project Letter of CreditID  LOC DocID  Pretax Invoice Amount  Currency Add To Bill Billing Worksheet Header Info 1
00000075C 100.00 USD Q | TMP-00041570 &
ASA 33.00 USD Q[ TMP-00041569 &
100 USD @ [ve-00 &5
000D 100.00 USD Q JTMP-0004 &
#select All Deselect Al
Approve Now Approve Later Delete Now Delete Later

Grants — Process Billing
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Step | Action

9. | Click Delete Now. (See image in previous step.)

10.| Click Save. (See image in step 8.)

Note: Any time an item is approved or deleted on the Update Billing Worksheet page,
save afterward.

11.| Note: To merge two lines follow the next steps.

Navigate to Main Menu > Billing > Manage Billing Worksheet > Update Billing
Worksheet.

& ucFFinancials Adtvanced Search B Last Search Resuts
Favorites v | Main Menu =
Search Menu:
Top Menu Featy @ Py 1
83 Employee Seli-Service 3
The menuis no| —  Manager Seif-Service * lin
Menu to getstal T1  sypplier Contracts 3
Highlights B3 Departmental Authorization 3
8  customen 3
Recently Used Customers
appear undertl (3 Customer Confracts 4
menu, located
8 Order Management 3
B tems 3
B suppliers 3
3 p I 3
Breadcrumbs urehasing
your navigation| (3 eProcurement 4
you access to 0 service - - N
subfolders Services Procurement
8 Grans 4
03 Project Costing r
U Proposal Management L4
Menu Search, . ! g -
Main Menu_no| 3 Biling 83 Interface Transactions 3
ahead whicrl:frn = unis Receivable O Biiling Workshdl |5 Upaate Biling Workshest I
pages much 1a =] Accounts Payable T3 Maintain Bills J Review Contract/Project Bills
Accounts Payable Lain =

12.| Click the Set Filter Options link.

Favorites » | Main Menu - > Billing + > Manage Billing Worksheet » > Update Billing Worksheet =l
Ne|
Worksheet Headers Line Details
Business Unit
To change your search criteria, click Set Filter Options. Set Filter Options Search
Header Level Detail Persanalize | Find | View All | &1 | [ First (4) 10f1 (k) Last
Contract Project Letter of Credit ID LOC DocID Pretax Invoice Amount  Currency Add To Bill Billing Worksheet Header Info 1
0.000 aQ )

13.| If a Message displays, click OK.

essage

Business Unit is required. (12500,327)
Select a business unit for processing.
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14.| Enter the Business Unit. Other search criteria such as contract numbers in the

Contract From and Through fields can also be included.

Filter Oplions
Enter ya play ne
*Business Unit U
Bill To Customer From Q Through Q
Accounting Date From " Through T
Invoice Date From ) Through n
Billing Type From Q Through a
Bill Sourci From ] Through Q
Coeniract Type From , Through Q
I(:ontram From 0000006011 Through 0000006011 ,1'
Project From Q Through Q
Billing Specialist From Q Through Q
Billing Worksheet From Through Q
Letter of Credit From (4] Through Q
LOC Doc 1D From Through Q
Pretax Involce Amt From Through
Added Within Days
Date Added From il Through 0l
User 1 From Through
15.| Click Search.
Include Approve Later Bills
Include Delete Later Bills
Search Save Search Clear Search Return
. . . oxye
16.| Ensure both TMPs are visible in the Billing Worksheet column.
. Saarch
e o 1.2 £ 1
L L Do IC ¥ w Am Add To E g Work: achor 1

Grants — Process Billing
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System Navigation for Grants

Stepn

Action

17.

Approve one of the TMP lines that need to be merged by selecting it and clicking

Approve Now.

ADDIOVE LT Dty Mo Dopdisty Lavteer

18.

Click Save. (See image in previous step.)

19.

Open a new window, and navigate to Main Menu > Billing > Maintain Bills >

Standard Billing.

\gﬁ UCF Financials Advanced Seaich

Favorites = | Main Menu
Search Menu:
Top Menu Featy ® .
3  Employee Self-Service »
The menu is noy —  Manager Sel-Service b
Main Menutog (3  supplier Contracts »
Highlights L3 Deparimental Authorization 3
O cus ar: »
Recently Used Customers
appear under tf (3 Customer Contracts 1
menu, located 1 Order Management 3 Interface Transactions >
vianageme:
0 tems 3 Manage Billing Worksheet »
G s ar 8 iaintain Siig [5]_standard Biling
Suppliers - =
£ Purchasing 0 Generate Invoices E  copy singee 8l
Breadcrumbs - = ocate Bills [E  Adjust Entire sin
display yournal (0 eProcurement T
and give you a¢ Sanvices Procuramant 3 Review Biling Informat [ Adjust Selected Bill Lines
contents of sul Viees Frosurems B
& Grants 3 Review Processing Re B sirsummary
£ project Costing 3 ucF custom [H  change status of Bills
& P " . ._1 G Staged Acctg Errors
roposal Managemen
Menu Search, o o B ¢
the Main Menu] = Biling 3 = P
Supperting Documentation
Eype_\ ahead whi Accounts Receivable 4 ° _
indinn nanee ol
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20.

Look up a Contract number that was previously approved by removing the Invoice

number and entering the Contract number.

Bill Entry

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

Find an Existing Value Add a New Value

Search Criteria

Business Un [}
Invoice [begins with v] Q
Bill Status[= v v|
Customer|begins with V| a,
Contract|begins with |[0000006011 |
a
Template Invoice Flag[= ~ v|

[ case sensitive

=
Clear | Basic Search & Save Search Criteria

21.

Click Search.

(See image in previous step.)

22,

Select the CNG invoice from the Search Results.

View Al First ‘¥ 1300130 ‘b Last
Business Unit Invoice Invoice Type Bill Type Identifier Bill Status Bill Source  Customer Contract Bills in Business Unit Template Invoice Flag
UCF01 TMP-00039755 Regular ~ CGO Temp Ready CONTRACTS CNG50026 0000006011 UCFO1 No
UCF01 TMP-00039754 Regular ~ CGO Temp Ready CONTRACTS CNG50026 0000006011 UCFO1 No
UCFo1 TMP-00039223 Regular  CGOD Temp Ready CONTRACTS CNG50026 0000006011 UCFO1 No
UCFD1 TMP-00037653 Regular ~ CGOD Temp Ready CONTRACTS CNGS50026 0000006011 UCFO1 No
UCFO1 TMP-00037071 Reguiar ~ CGO Temp Ready CONTRACTS CNGS50026 0000006011 UCFO1 No
UCFO1 TMP-00036445 Regular ~ CGO Temp Ready CONTRACTS CNGS50026 0000006011 UCFO1 No
UCFO1 TMP-00035777 Regular ~ CGO Temp Ready CONTRACTS CNG50026 0000006011 UCFO1 No
UCFO1 TMP-00035084 Regular ~ CGO Temp Ready CONTRACTS CNGS50026 0000006011 UCF01 No
UCF01 TMP-00034438 Reguiar  CGO Temp Ready CONTRACTS CNGS50026 0000006011 UCF01 No
UCFD1 TMP-00033788 Regular  CGOD Temp Ready CONTRACTS CNG50026 0000006011 UCFO1 No
UCF01 TMP-00033364 Regular CGD Temp Ready CONTRACTS CNG50026 0000006011 UCFO1 No
UcFo1 TMP-00032471 Regular ~ CGO Temp Ready CONTRACTS CNG50026 0000006011 UCFO01 No
UCFo1 TMP-00031768 Regular ~ CGOD Temp Ready CONTRACTS CNG50026 0000006011 UCFO1 No
UCFD1 TMP-00031170 Regular ~ CGOD Temp Ready CONTRACTS CNGS0026 0000006011 UCFO1 No
UCFO1 TMP-00030583 Regular  CGOD Temp Ready CONTRACTS CNGS50026 0000006011 UCFO1 No
UCFO1 TMP-00029991 Regular ~ CGO Temp Ready CONTRACTS CNGS0026 0000006011 UCFO1 No
UCFO1 TMP-00020398 Regular  CGO Temp Ready CONTRACTS CNGS50026 0000006011 UCFO1 No
UCFO1 TMP-00028821 Regular  CGO Temp Ready CONTRACTS CNGS50026 0000006011 UCF01 No
UCFO01 TMP-00028237 Regular ~ CGO Temp Ready CONTRACTS CNGS50026 0000006011 UCFO1 No
UCF01 TMP-D0027632 Regular CGD Temp Ready CONTRACTS CNG50026 0000006011 UCFO1 No
UCFo1 TMP-00027095 Regular ~ CGO Temp Ready CONTRACTS CNG50026 0000006011 UCFO1 No
UCFo1 TMP-0002646% Regular ~ CGO Temp Ready CONTRACTS CNG50026 0000006011 UCFO1 No
UCFO1 TMP-00025850 Regular ~ CGOD Temp Ready CONTRACTS CNGE0026 0000006011 UCFO1 No
UCFO1 TMP-00025282 Regular  CGO Temp Ready CONTRACTS CNGS50026 0000006011 UCFO1 No
UCFO1 TMP-00024686 Reguiar ~ CGOD Temp Ready CONTRACTS CNGS50026 0000006011 UCFO1 No
UCFO1 TMP-00024106 Regular ~ CGO Temp Ready CONTRACTS CNGS50026 0000006011 UCFO1 No
UCFO1 TMP-00023521 Regular ~ CGOD Temp Ready CONTRACTS CNGS50026 0000006011 UCFO1 No
UCFO1 TMP-00022847 Regular ~ CGO Temp Ready CONTRACTS CNGS50026 0000006011 UCFO1 No
Ucro1 TMP-D0022652 Regular CGD Temp Ready CONTRACTS CNG50026 0000006011 UCFO01 No
UCFo1 TMP-00021851 Regular  CGO Temp Ready CONTRACTS CNGE50026 0000006011 UCFO1 No
UCFo1 TMP-00021308 Regular ~ CGO Temp Ready CONTRACTS CNG50026 0000006011 UCFO1 No
UCFO1 TMP-00020791 Regular  CGOD Temp Ready CONTRACTS CNGE0026 0000006011 UCFO1 No
UCFD1 TMP-00020230 Reguiar ~ CGOD Temp Ready CONTRACTS CNGS50026 0000006011 UCFO1 No
UCF01 TMP-00019707 Regular ~ CGO Temp Ready CONTRACTS CNGS50026 0000006011 UCFO1 No
UCF01 TMP-00019049 Regular ~ CGO Temp Ready CONTRACTS CNGS50026 0000006011 UCFO1 No
UCF01 TMP-00018525 Regular ~ CGO Temp Ready CONTRACTS CNG50026 0000006011 UCF01 No
UCFO1 TMP-00017837 Regular ~ CGO Temp Ready CONTRACTS CNGS50026 0000006011 UCFO1 No
UCF01 TMP-00016680 Regular ~ CGOD Temp Ready CONTRACTS CNG50026 0000006011 UCFO1 No
JUGFO1 CNGO33761  Regular  CGOD New Bill CONTRACTS CNGE0026 0000006011 UCFD1 No |

Grants — Process Billing
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23.| Review the Standard Billing page.

T
Haader - Info 1
Wit 1 IEvoice CNODIITEN Prtin At
Status ROV X Invoice Date 03252019 " Cycla D CGMTHZ a,
“Type CG +1 Source CONTRACTS 0y, “Froquency | Coce - B
sCusbemer  CRGSNE % AR Lot SubiCust?
“Invoice Form FXEIAE 3 From Dabe 02012019 " To Dabe 022010 W
Accounting Date " Pay Terma NET ] Pay Wathod | Check | B
Ramiit To BOAT X Bank Accosnt AT
Sales Tl 0 Bill Inguary Phone 407-823-3773 |
Cradit CR-CHNGOt 1 Collecior OO-CNGOZ
Billimg Specialis] Bl-CHG0 5§ Billing Authority |
5y L
& iy Page Ser
= Marvigateon | Header - it 1 w M

24.| Update the Status to NEW.

Header - Info 1

Unit UCFD1 Invoice CNGD33761

I Status MEW

“Type (

*Customer C

*Invoice Form
Accounting Date

Remit To BOA1 (v}

Sales TM1 Q

Credit ( a,
Billing Specialist E Q
G Header Info 2
Notes Express Entry
Summary Bill Search L
11 Save & Return to Search 1| Prewvious in List

25.| Click Save. (See image in previous step.)

Keep this window open to change the Status back to RDY at the end of the process.
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26.| To continue, navigate to Main Menu > Billing > Manage Billing Worksheet >
Update Billing Worksheet.

& ucF Financials Advanced Search B Last Search Results
Favorites ~ ‘ Main Menu -
Search Menu:
Top Menu Featy @ v
B
O Employee Self-Service »
The menu isnoy —  Manager Selff-Service ¥ lin
Menu to getstal (0 suppiier Contracts 3
Highlights O Deparimental Authorization 3
8  customer 3
Recently Used Customers
appear undertl 3  Customer Contracts L4
menu, located
| B3 order Management »
0O tems 3
03 suppliers 3
B Pun b
Breadcrumbs urehasing
your navigation| (3 eProcurement rE
you access 1o 1
H O service: C ent 3
subfolders. Services Procuremel
8 Grants 3
3 Project Costing »
03 Proposal Management L]
Menu Search, . g = P -
Main Menu, no{ &3 Billing Interface Transactions L2
ahead whichm| Accounts Receivable 8 i s | E] Update Billing Worksheet I
pages much fa 3 Accounts Payable O3 Maintain 5 Review Contract/Project Bills
Accounts Payable

(Alternatively, click the back arrow to return to the previous screen — Update Billing
Worksheet. This option will require navigating back to the Standard Billing page at
the end of the process.)

27.| Select the box of the line for the TMP link of the Billing Worksheet that is to be
added to the invoice.

Workshesl Headers

Bursarrss Lini

28.| Click the magnifiying glass of that line under the Add to Bill heading.

Add To Ik Haling Workshaet

TRAP OO IG T EE
1, JTMP-O0000TS
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29.| Select the invoice to add the TMP to.

Favedlos = |  Manbena = iing = Warage [sng Workareel = Usate By ‘oristeet
M Window | Hel
WOPKAnE 1438 T
Business Uait LCF1

Tochange your search criena, cick Set Filler Opbon: Seq Fiter Options penih
Header Level Detail Personaize | Fina | v A | L2 ) B 1ol L

Comnacia Frogect Leter of Crec 1D LOC DoC Il Prtis Mwoscs AIunt CLETEncy At To B8 Bldlar Werwbaraser Hhesdier Inda |
& 000000SI1Y 37 B9 USD 0y ThRR-DO003ETES - S
o Salact & Dasaiect A3

Apgooes Now Appeove Later Doty Now

= w
Marnage ContractProsect Das Lezer
it Save || Mobly | 0¥ Redesh Lok Up Claar Cancel
Weorkshest Haaders | Line Dedads
voice: Bl —_— Iwsice  Public Vioucter
Adel Tos B8 Froem Date  Te Dite

30.| Click Approve Now.

Wodkiah it
oy Som
der Level Detail ” B 1ot
Trge =, = L ! . A3 Ta B Header |
& oo
W Saiact Al Dot Al
Approwe Mow Approwve Later Deodotn how Dalede Laier
o =2 Refresh

31.| Click Save. (See image in previous step.)
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32.| Return to the Standard Billing page if it was kept open in step 25.
Favormes - blan Menuy  ~ Bl - Kanage Bileg Workshesl - Lemer of Crécil Summary Suandard Bsng
Header - Info 1
(Alternatively, if the Standard Billing page was closed, open a new window, and
navigate to Main Menu > Billing > Maintain Bills > Standard Billing. Click the
Return to Search button to search using the Contract number to obtain the invoice
that needs to be changed.)
33.| On the Standard Billing page, update the Status to ready (RDY).
Header - Info 1
Unit UCFD1 Invoice CHGIIITE]
I Status NEW “ I
“Type CG0 Q
"Customer CNGH002G0 4 -
*Invoice Form F QL
Accounting Date 07/02/2019 )
Remit To BOAY 1
Salas | TM1 3
Credit | CR-CNGH &)
Billing Specialist |BI-CNG0Z  §
Kay Murray
Header nfo 2 A
Notes Express Entry
> Retumn to Search t | Previous in List
34.| Click Save. (See image in previous step.)
Grants — Process Billing Course 4 — Unit 2, Page 20




@) UCF Financials

el  System Navigation for Grants

VI. GENERATE JOURNALS FOR F&A

After all facilities & administrative costs (F&A) have been generated and F&A has been run,
generate journals for F&A so they can be posted. Follow these steps to generate journals for F&A:

Sten | Action

1. | Navigate to Main Menu > General Ledger > Journals > Subsystem Journals >
Generate Journals.

Proposal Management
Menu Search, e b

eviey nci rma E
Main Menu. no Billing Review Financial Information
ene »
ahead which m| Accounts Receivable General Reports
pages michfa Fusion Accounting Hub >
Accounts Payable h =
& 3
Asset Management Ues 0L Benors
UGF Fr »

e i o Y A T

Banking
-~ General Ledger Center
Cash Management el Lot =

Commitment Control

Favorites + ‘ | MainMenu - |
Search Menu:
Top Menu Featy @ i
L Employee Seli-Service 4
The menuisno| —) Manager Self-Service * lin
Menutogetstal ©1  Supplier Contracts »
Highlights B3 Deparimental Authorization ¥
B2 Customer »
Recently Used oS
appear under tf (3 Customer Contracts k
menu, located
B2 Order Management 3
8 items 13 o
B supgiiers 3 Joumals Journal Entry L3
B Purchasing GL Subsystem Reconci| —  Standard Journals '
Breadcrumbs| B = o 8O mp )
your navigation| (3 eProcurement T F 4] Gorerte. Jolias I
you access to i T — Summary Ledgers 3 [Subsystem Journals - S2ERIELSRE LU =t
subfolders. ki ceerek e " - B P = F &l Update Journal Header
R — Close Ledgers ocess Joumals
=y e, Open fems [3  suspense Comection | =  Import HR_ACCTG_LINE
[ roject Costing
=] Monitor Background Process 3
=]
=]
=
=]
=]
=
=
=

General Ledger k:

2. | Enter the Run Control ID (user defined).

Favorites = ‘ Main Menu - > General Ledger > Journals -

Generate Journals
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value
Search Criteria

Run Control 1D begins with ¥ :

Case Sensitive

Note: When creating run controls, they cannot contain any spaces. Use underscores
instead.
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Step | Action

3. | Click Search.

o _ )
Search Clear Basic Search = Save Search Criteria

Set up the Run Control as follows:

a) Edit [Checked]

b) Process Frequency [Always]
c) SetID

d)
e)
f)
g
h)
)
)
k)

Application Business Unit
Ledger Group [ACTUALS]
Template [GM_FA]

From Date Option (specify date)
To Date Option (specify date)
From Date

To Date

Accounting Definition Name [GMDEFN]

Faverites - | Main Menu - > General Ledger - > Journals -

> Subsystem Journals = > Generate Journals

Generate Journals Request

Run Control ID CAEV_ALL

Journal Processing Options

Process Request Parameters

Budget Check

Process Frequency

Once
® Always
Don't Run

Report Manager  Process Monitor

Post

Last
[#][=]
a
Q

Find | View All First (4} 10f1 (¢

Request Number 1

*SetID |UCFD1

*Accounting Definition Name GMDOEFN

Q
aQ
aQ

Application Business Unit UCFD1
Ledger Group ACTUALS
Template GM_FA

*From Date Option | Current Date

*To Date Option | Process Date

From Date |10/14/2019

To Date |10/25/2018

Leave a field blank to select all its values.

[§lsave ||[=] Notify | &% Refresh

=% Add #1 Update/Display

Click Run. (See image in previous step.)
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6.

Ensure the FS_JGEN Line is checked.

Process Scheduler Request
Help
UserID addyg Run Control ID CAEW_ALL
Server Name hd Run Date [10/14/2019 [l
Recurrence v Run Time 2:45:464M Reset to Current Date/Time
Time Zone Q
FTP Control Command
Process List
Select Description Process Name Process Type *Type *Format Distribution
Currency Precision Error FSXE6001 Bl Publisher Neb v [|HTM v | Distribution
FS JGEN Application Engine Neb v || TXT v | Distribution
FS_JGEN_FPRE FS_JGEN_FPRE Application Enging Neb v || TXT v | Distribution
FS_JGEN_PRG FS_JGEN_PRG Application Enging Neb T TXT v | Distribution
HR JGEN & send email HRJGEMEM FSJob (None) v || (Mone) v | Distribution
Cancel Refrash

Click OK. (See image in previous step.)

Click the Process Monitor.

Report Manager [ Procass Maonitar Run

Process Instance: 8735

[ b

35

Click the Refresh button until the process Run Status of the Line displays Success.

Favorites « ‘ Main Menu > General Ledger» >  Joumals= > SubsystemJournals= > Generate Journals > Proces
Process List Server List
View Process Request For
User ID Addyg Q  Type v |[Last v 1| [pays v
Server r Name Q_  Instance From Instance To Report Manager
Run Status v Distribution Status ¥ | ¥ save On Refresh
Process List Personalize | Find | View All | {2 | First (4) 10f1 (») Last
Process Distribution -
Select Instance Seq. Process Type Name User Run Date/Time Run Status Status Details
9735435 Application Engine FS_JGEN addyg 10/14/2019 8:45:46AM EDT Success Posted Details
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