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COURSE 4. PROCESS BILLING  

UNIT 3. BILLING ACTIVITY 

I. GENERATE COST REIMBURSABLE BILLS 

After cost collection has been run and pre-bill analysis has been completed for contracts, the 
billing will need to be done. Cost-reimbursable bills should be generated to allow single-action 
invoices to be processed. Follow these steps to generate cost-reimbursable bills:  

After cost Action 

1.  Navigate to Main Menu > Customer Contracts > Schedule and Process Billing 
> Process As Incurred Billing. 

 

 

 

 

 

 

 

 

2.  Select the Add a New Value tab.  
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After cost Action 

3.  Enter the Run Control ID (user defined). 

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

4.  Click Add. (See image in previous step.)  

5.  Set up the Run Control as follows: 
 
Contract Options 

a) Business Unit 
b) Contract Type [CNG] 
c) Contract Number (if running for one contract) 

 

Project Options 

a) BU/Proj/Act Option [Business Unit or can also run by Business 
Unit/Project] 

b) PC Business Unit 
c) Project (dependent on BU/Proj/Act Option) 
d) Activity (dependent on BU/Proj/Act Option) 

 

Billing Options 

a) Billing Business Unit 
b) Cycle From Date (start of the period, exclude these dates when running for 

a time and material [TM] bill) 
c) Cycle To Date (end of the period, exclude these dates when running for a 

time and material [TM] bill) 
d) Date Option [Accounting Date] 
e) Accounting From Date [01/01/1901] 
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After cost Action 
f) Accounting Through Date (the end of the billing period) 
g) Invoice Date [Current Date]  

 

 

 

6.  Click Run. (See image in previous step.) A dialog box will open.  

7.  Ensure Contracts to Billing Interface is checked.  
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After cost Action 

8.  Click OK.  

9.  Click the Process Monitor link at the top right of the page.  

 

10.  Click Refresh until the Run Status for the process displays Success. 

11.  Click the Details link. 
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After cost Action 

12.  Click the Message Log link.  

 

13.  Find a row that says “XX row(s) were inserted into PS_INTFC_BI with an 
INTFC_ID of XXXX”. 

14.  Note the Interface ID. 

15.  Click Return. The dialog box closes.  
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After cost Action 

16.  Click OK.  

 

17.  Navigate to Main Menu > Billing > Interface Transactions > Process Billing 
Interface. 
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After cost Action 

18.  Enter the Run Control ID (user defined). 

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

19.  Click Search. (See image in previous step.)  

20.  Enter the Interface ID into both the From Interface ID and To Interface ID 
fields. 

 

21.  Click Run. (See image in previous step.) A dialog box opens.  

22.  Ensure Billing Interface is checked.  
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After cost Action 

23.  Click OK. (See image in previous step.)  

24.  Click the Process Monitor link at the top right of the page.  

 

 

25.  Click Refresh until the Run Status displays Success. 
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After cost Action 

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

 

27.  In the begins with field enter the Query Name of FXBI_INVOICES_TMP. 

28.  Click Search. (See image in previous step.)  
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After cost Action 

29.  In the Search Results, create a report by clicking the Excel link of the appropriate 
query in the Run to Excel column.  

30.  Navigate to Main Menu > Billing > Generate Invoices > Non-Consolidated > 
Print Pro Forma. 

 

31.  Click the Add a New Value tab.  
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After cost Action 

32.  Enter the Run Control ID.  

 

33.  Click Add. (See image in previous step.)  

34.  Enter the following: 

a) Processing Date (select) 
b) Invoice ID (select)  
c) From Business Unit [UCF01] 
d) To Business Unit [UCF01] 
e) From Invoice** (Field displays when Invoice ID is selected.) 
f) To Invoice** (Field displays when Invoice ID is selected.) 

 
**Must run query provided in previous steps to obtain the range of invoice 
numbers. Run it for the propective Business Unit.   
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After cost Action 

35.  To review bills that will be processed, click the Bills To Be Processed icon 
(yellow paper) at the top of the page. A dialog box displays. 

  

36.  After reviewing the bills, click Return to close the dialog box.  

37.  Click Run. (See image in previous step.)  
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After cost Action 

38.  Select the appropriate line, (Process Name [FXBIALLP]).  

39.  Click OK. (See image in previous step.)  
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After cost Action 

40.  Navigate to Main Menu > Billing > Maintain Bills > Standard Billing. 

41.  Enter values in the following fields: 

a) Business Unit 
b) Invoice 

 

42.  Click Search. (See image in previous step.)  
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After cost Action 

43.  If payments have been received and updates to the system-calculated values are 
needed, follow the next four steps:  

In the Navigation dropdown menu near the bottom right of the page, select 
Header – Info 2.   

 

44.  To update the payments received, you must put a value in the Paid Reference field 
such as OR for Office of Research to indicate to the system you would like to 
override the value. (See image in next step.)  

45.  Update the Paid Amount field to reflect the new Paid Amount that you would 
like displayed on the invoice. 

 



 

Grants – Process Billing  Course 4 – Unit 3, Page 16 

System Navigation for Grants 

UCF Financials   

After cost Action 

46.  Click Save. (See image in previous step.)  

47.  To update system-calculated amounts by Budget Item, follow the next three steps: 

In the Navigation dropdown menu near the bottom right of the page, select Line – 
Misc Info.   

 

48.  Enter a value into the User 1 field to override the cumulative value in User Amt 1.  

Note: Cumulative balances are added by the system on the first line of each budget 
item rollup, i.e., the cumulative balance for 711000 – Personnel in this example 
will show on line 1 only.  
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After cost Action 

49.  Click Save. (See image in previous step.)  

50.  If a value is needed in the Schedule No field on the invoice for 103X invoices that 
use the FSBI103X invoice, follow the next three steps:  

In the Navigation dropdown menu near the bottom right of the page, select 
Header – Order Info.   
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After cost Action 

51.  Enter a value in the Ship ID field that will display in the Schedule No field of the 
FXBI103X invoice.  

 

52.  Click Save. (See image in previous step.)  
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After cost Action 

53.  To complete the Pro Forma system process, follow the next two steps:  

On the Standard Billing page, click the Pro Forma icon (white paper with green 
marking) near the top right of the page.   

 

(Alternately, the Pro Forma process can be completed by running the query in 
steps 26-29 and the Pro Forma process in steps 30-39.)   

54.  Print the Pro Forma from the Report Manager, review, and when it’s ready for 
approval, send the Pro Forma to manager for approval.   
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II. GENERATE LOC BILLS  

After cost collection has been run and pre-bill analysis has been completed for contracts, the 
billing will need to be done. Letter of credit (LOC) bills should be generated so that the LOC 
Summary can be processed. Follow these steps to generate LOC bills.  

Step Action 

1. Navigate to Main Menu > Customer Contracts > Schedule and Process Billing > 
Process As Incurred Billing. 

 

 

 

2. Select the Add a New Value tab.  



 

Grants – Process Billing  Course 4 – Unit 3, Page 21 

System Navigation for Grants 

UCF Financials   

Step Action 

3. Enter the Run Control ID (user defined). 

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

4. Click Add. (See image in previous step.)  

5. Set up the Run Control as follows: 
 
Contract Options 

a) Business Unit 
b) Contract Type [LOC] 
c) Contract (if running for one contract) 

 
Project Options 

a) BU/Proj/Act Option [Business Unit or can also run by Business 
Unit/Project] 

b) PC Business Unit 
c) Project (dependent on BU/Proj/Act Option)  
d) Activity (dependent on BU/Proj/Act Option) 

 
Billing Options 

a) Billing Business Unit 
b) Cycle From Date (start of the period, exclude when running for a time and 

material [TM] bill) 
c) Cycle To Date (end of the period, exclude when running for a time and 

material [TM] bill) 
d) Date Option [Accounting Date] 
e) Accounting From Date [01/01/1901] 
f) Accounting Through Date (the end of the billing period) 
g) Invoice Date [Current Date] 
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Step Action 

 

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

7. Ensure Contracts to Billing Interface is checked.  

8. Click OK. (See image in previous step.)  

9. Click the Process Monitor link at the top right of the page.  
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Step Action 

10. Click Refresh until the Run Status of the process displays Success. 

11. Click the Details link.  

12. Click the Message Log link.  
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Step Action 

13. Find a row that reads “XX row(s) were inserted into PS_INTFC_BI with an 
INTFC_ID of XXXX”. 

14. Note the Interface ID. 

15. Navigate to the Main Menu > Billing > Interface Transactions > Process Billing 
Interface. 

 

16. Enter the Run Control ID (user defined). 

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

17. Click Search. (See image in previous step.)  

18. Enter the Interface ID into both the From Interface ID and To Interface ID fields. 

 

19. Click Run. (See image in the previous step.)  

20. Ensure Billing Interface is checked.  

 

21. Click OK. (See image in previous step.)  

22. Click the Process Monitor link at the top right of the page.  
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Step Action 

23. Click Refresh until the Run Status for the process displays Success.  

24. Navigate to Main Menu > Billing > Generate Invoices > Non-Consolidated > 
Letter of Credit. 

 

 

 

25. Enter the Run Control ID (user defined). 

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

26. Click Search. (See image in previous step.)  

27. Set up the Run Control as follows: 

a) Range Selection [Letter of Credit ID]  
b) Letter of Credit ID  

28. Click Run. (See image in previous step.) A dialog box opens.  

29. Ensure the Process Name of BIJOBP50 is checked.  

 

30. Click OK. (See image in previous step.)  
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Step Action 

31. Click the Process Monitor link at the top right of the page.  

 

32. Click Refresh until the Run Status of the process displays Success. 

 

33. On the Standard Billing page, click the Pro Forma icon (white paper with green 
marking) near the top right of the page.   

34. Print the Pro Forma from the Report Manager, review, and when it’s ready for 
approval, send the Pro Forma to manager for approval. 
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III. GENERATE AN EVENT  

When an event is set to Ready and billing is required, generate an event so that a single action 
invoice can be processed. 

Step Action 

1. Navigate to Main Menu > Customer Contracts > Schedule and Process Billing > 
Define Billing Plan.  

(Alternately, navigate to Main Menu > Grants > Awards > Award Profile > View 
Contract link > Billing Plans link > Define Billing Plan.)  
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Step Action 

2. Enter values in the following fields: 

a) Business Unit 
b) Contract number 

 

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

4. Select the appropriate line (if more than one option displays).  

 

5. Select the Events tab.  
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Step Action 

6. Verify the following under the Event Detail heading: 

a) Event Status [Ready] 
b) Event Date (current date or date prior) 
c) Amount  

7. Click Save. (See image in previous step.)  

8. Navigate to Main Menu > Customer Contracts > Schedule and Process Billing > 
Process Other Billing Methods.   
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Step Action 

9. Click the Add a New Value tab.  

 

10. Enter the Run Control ID (user defined).  

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

11. Click Add. (See image in previous step.)  

12. Set up the Run Control as follows: 
 
Program Name 

a) Process Frequency  
 

Contract Options 

a) Business Unit  
b) Contract Type  
c) Contract Number (if running for one contract) 

 

Billing Options 

a) Billing Business Unit 
b) Event Date (Enter a date prior to or on the date through which billing should 

be run.)  
c) Invoice Date [Current Date]  
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Step Action 
 

13. Click Run. (See image in previous step.) A dialog box opens.  

14. Ensure Contracts to Billing Interface is checked.  

15. Click OK. (See image in previous step.)  
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Step Action 

16. Click the Process Monitor link at the top right of the page.  

17. Click Refresh until the Run Status for the process displays Success.  

 

 

 

 

 

 

18. Click the Details link. (See image in previous step.) A dialog box opens.  

19. Click the Message Log link. A dialog box opens.  

20. Find a row that reads “XX row(s) were inserted into PS_INTFC_BI with an 
INTFC_ID of XXXX”. 

21. Note the Interface ID. 

22. Click Return.  

 

23. Click OK. (See image in step 19.)  
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Step Action 

24. Navigate to Main Menu > Billing > Interface Transactions > Process Billing 
Interface. 

 

25. Select the Add a New Value tab.  

26. Enter the Run Control ID (user defined). 

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

27. Click Add. (See image in previous step.)  

28. Enter the Interface ID into both the From Interface ID and To Interface ID fields. 

 

29. Click Run. (See image in previous step.) A dialog box opens.  

30. Ensure Billing Interface is checked.  

 

31. Click OK. (See image in previous step.)  

32. Click the Process Monitor link at the top right of the page. (See image in step 28.)  

33. Click Refresh until the Run Status for the process displays Success.  
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Step Action 

34. Navigate to Main Menu > Billing > Maintain Bills > Standard Billing. 

 

35. Enter values in the following fields:  

a) Business Unit 
b) Invoice 
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Step Action 

36. Click Search. (See image in previous step.)  

37. Click the Notes link.  

 

38. Enter values in the following fields as required:  

a) Standard Note Flag 
b) Internal Only Flag 
c) Std Note 
d) Note Type 
e) Note Text 

 

39. Click Save. (See image in previous step.)  

40. Click the Pro Forma icon (white paper with green marking).  

 

41. Print the Pro Forma from the Report Manager, review and when it’s ready for 
approval, send the Pro Forma to manager for approval. 
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IV. GENERATE TM BILL 

After cost collection has been run and billing is required, generate a time and material (TM) bill 
so that a single action invoice can be processed. Follow these steps to generate a TM bill:  

Step Action 

1. Navigate to Main Menu > Customer Contracts > Schedule and Process Billing > 
Process As Incurred Billing. 

 

 

 

 

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

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

3. Click Search. (See image in previous step.)  
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Step Action 

4. Select the appropriate Run Control ID if options display.  

 

5. Set up the Run Control as follows: 
 
Contract Options 

a) Business Unit 
b) Contract Type [TM] 

 
Project Options 

a) BU/Proj/Act Option [Business Unit or Business Unit/Project] 
b) PC Business Unit  
c) Project (dependent on BU/Proj/Act Option)  
d) Activity (dependent on BU/Proj/Act Option)  

 
Billing Options 

a) Billing Business Unit  
b) Cycle From Date (start of the period, exclude the date when running for a TM 

bill) 
c) Cycle To Date (end of the period, exclude the date when running for a TM 

bill)  
d) Letter of Credit ID (to narrow search) 
e) Date Option [Accounting Date]  
f) Accounting From Date [10/01/2013] 
g) Accounting Through Date (end of the billing period) 
h) Invoice Date [Current Date]   
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Step Action 
 

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

7. Ensure Contracts to Billing Interface is checked. 
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Step Action 

8. Click OK. (See image in previous step.)  

9. Click the Process Monitor link at the top right of the page.  

 

10. Click Refresh until the Run Status for the process displays Success.  

11. Click the Details link. (See image in previous step.) A dialog box opens.  

12. Click the Message Log link. A dialog box opens.  

13. Find a row that reads “XX row(s) were inserted into PS_INTFC_BI with an 
INTFC_ID of XXXX”. 

14. Note the Interface ID. 

15. Click Return.  

 

16. Click OK. (See image in step 12.)  
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Step Action 

17. Navigate to Main Menu > Customer Contracts > Schedule and Process Billing > 
Define Billing Plan.  

(Alternately, navigate to Main Menu > Grants > Awards > Award Profile > View 
Contract link > Billing Plans link > Define Billing Plan.)  

18. Enter values in the following fields:  

a) Business Unit 
b) Contract (contract number)   
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Step Action 

19. Click Search. (See image in previous step.)  

20. Click the Events tab.  

 

21. Verify the following: 

a) Event Status [READY] 
b) Event Date (current or prior date) 
c) Amount 

 

22. Click Save.  

23. Navigate to Main Menu > Customer Contracts > Schedule and Process Billing > 
Process Other Billing Methods.  
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Step Action 

24. Click the Add a New Value tab.  

 

25. Enter the Run Control ID (user defined). 

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

26. Click Add. (See image in previous step.)  

27. Set up the Run Control as follows: 

Program Names 

a) Process Frequency  

Contract Options 

a) Business Unit 
b) Contract Type [TM]  

Billing Options 

a) Billing Business Unit 
b) Event Date (Enter a date prior to or on the date through which billing should 

be run.)  
c) Invoice Date [Current Date] 
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Step Action 
 

28. Click Run. (See image in previous step.) A dialog box displays.  

29. Ensure Contracts to Billing Interface is checked.  

 

30. Click OK. (See image in previous step.)  
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Step Action 

31. Click the Process Monitor link at the top right of the page.  

 

32. Click Refresh until Run Status for the process displays Success.  

33. Click the Details link. (See image in previous step.)  

34. Click the Message Log link.  

 

35. Find a row that reads “XX row(s) were inserted into PS_INTFC_BI with an 
INTFC_ID of XXXX”. 
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Step Action 

36. Note the Interface ID. 

37. Click Return.  

 

38. Click OK. (See image in step 34.) 

39. Navigate to Main Menu > Billing > Maintain Bills > Standard Billing. 
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Step Action 

40. Enter values in the following fields: 

a) Business Unit 
b) Invoice 

 

41. Click Search. (See image in previous step.)  

42. If payments have been received and updates to the system-calculated values are 
needed, follow the next four steps:  

In the Navigation dropdown menu near the bottom right of the page, select Header – 
Info 2.   
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Step Action 

43. To update the payments received, you must put a value in the Paid Reference field 
such as OR for Office of Research to indicate to the system you would like to override 
the value. (See image in next step.)  

44. Update the Paid Amount field to reflect the new Paid Amount that you would like 
displayed on the invoice. 

 

45. Click Save. (See image in previous step.)  
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Step Action 

46. To update system-calculated amounts by Budget Item, follow the next three steps: 

In the Navigation dropdown menu near the bottom right of the page, select Line – 
Misc Info.   

 

47. Enter a value into the User 1 field to override the cumulative value in User Amt 1.  

Note: Cumulative balances are added by the system on the first line of each budget 
item rollup, i.e., the cumulative balance for 711000 – Personnel in this example will 
show on line 1 only.  

48. Click Save. (See image in previous step.)  
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Step Action 

49. If a value is needed in the Schedule No field on the invoice for 103X invoices that use 
the FSBI103X invoice, follow the next three steps:  

In the Navigation dropdown menu near the bottom right of the page, select Header – 
Order Info.   

 

50. Enter a value in the Ship ID field that will display in the Schedule No field of the 
FXBI103X invoice.  

 

51. Click Save. (See image in previous step.)  
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Step Action 

52. To complete the Pro Forma system process, follow the next two steps:  

On the Standard Billing page, click the Pro Forma icon (white paper with green 
marking) near the top right of the page.   
 

(Alternately, the Pro Forma process can be completed by running the query in steps 
26-29 and the Pro Forma process in steps 30-39.)   

53. Print the Pro Forma from the Report Manager, review, and when it’s ready for 
approval, send the Pro Forma to manager for approval. 
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V. GENERATE SINGLE ACTION INVOICES  

After temporary bills (TMPs) have been generated and analysis has been completed for the 
University of Central Florida, generate a single action invoice in order for money to be received 
and recorded. If emailing, ensure that the email invoice options are set to Email Only. Follow 
these steps to generate a single action invoice:  

Step Action 

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

 

 

 

2. Click the Set Filter Options link.  
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Step Action 

3. Enter the Business Unit.  

 

4. Click Search. (See image in previous step.)  

5. Select the checkbox next to the Line item that will be billed.  

6. Click Approve Now. (See image in previous step.)  
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Step Action 

7. Navigate to Main Menu > Billing > Generate Invoices > Non-Consolidated > 
Single Action Invoice. 

 

8. Enter the Run Control ID (user defined).  

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

9. Click Search. (See image in previous step.)  
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Step Action 

10. Set up the Run Control as follows: 

a) Invoice Date Option [Processing Date]  
b) Posting Action [Batch Standard] 
c) Range Selection [All] 
d) Business Unit 

11. Click Save. (See image in previous step.)  

12. Click Run. (See image in step 10.)  

13. Ensure FXBIALLI All Sngl Action Inv is selected. 
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Step Action 

14. Click Ok. (See image in previous step.)  

15. Click Refresh until the Run Status of the process displays Success.  
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VI. GENERATE LETTER OF CREDIT SUMMARY  

After temporary bills (TMPs) have been generated and analysis has been completed for the 
University of Central Florida, generate a letter of credit (LOC) summary to allow money to be 
received and recorded. Follow these steps to generate a letter of credit summary: 

Step Action 

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

 

2. Click the Set Filter Options link. A dialog box displays.  
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Step Action 

3. Enter values in the following fields:  

a) Business Unit 
b) Letter of Credit 

 

4. Click Search. (See image in previous step.)  

5. Select the checkbox next to the line item that will be billed. 

6. Click Approve Now. (See image in previous step.)  
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Step Action 

7. Navigate to Main Menu > Billing > Generate Invoices > Non-Consolidated > 
Letter of Credit. 

 

8. Click the Add a New Value tab.  

 

9. Enter the Run Control ID (user defined).  

 

10. Click Add. (See image in previous step.)  
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Step Action 

11. Set up the run control as follows:  

a) Range Selection [Letter of Credit ID]  
b) Letter of Credit ID  

 

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

13. Ensure BIJOBF50 is checked.  

 

14. Click OK. (See image in previous step.)  

15. Click the Process Monitor link.  
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Step Action 

16. Click Refresh to ensure the Run Status of the process displays Success.  
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VII. CORRECT BILLING INTERFACE ERRORS  

When the Billing Interface process fails, Billing Interface errors need to be corrected, and the 
process called Process Billing Interface should be rerun. Follow these steps to correct Billing 
Interface errors: 

Step Action 

1. Navigate to Main Menu > PeopleTools > Process Scheduler > Process Monitor.  

Note: To view errors, run a query by navigating to Main Menu > Reporting Tools > 
Query > Query Viewer and running FXBI_INTFC_BI_ERRORS.  
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Step Action 

2. When the Run Status of CA_BI_INTFC is Warning or No Success, click Details for 
the interface line. A dialog box opens.  

3. Click the Message Log link. A dialog box opens  

 

4. Note the INTFC_ID in the log.  

5. Click Return.  

 

6. Click OK. (See image in step 3.) 
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Step Action 

7. Navigate to Main Menu > Billing > Interface Transactions > Correct Interface 
Errors. 

  

8. Enter the INTFC_ID.  

Note: Retrieve the Interface ID from the job that just ran that showed the error on the 
query.  
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Step Action 

9. Click Search. (See image in previous step.)  

10. If a list displays in the Search Results, select the Error Status link of the appropriate 
row.  
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Step Action 

11. Review the Error Status at the top of the page and correct the billing values identified 
in the error within the PS_INTFC_BI page. 

 

 

 

 

 

 

 

 

12. Click Save.  

 

13. Continue making updates to all transactions identified.  

14. After fixing the error, process the Billing Interface using the same INTFC_ID 
identified above. 

15. Validate results by checking for interface errors one more time. 
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VIII. MASS UPDATE INTERFACE ERRORS  

The Billing Interface process can fail with an interface error of 0015, 0040, 0050, 0060, 0070, 
0080, 0090, 0100, 0101, 0102, 0103, 0110, 0115, 0125, 0126, 0127, 0128, 0129, 0130, 0140, 
0150, 0160, 0200, 0233, 0234, 0235, or 0901. When the Billing Interface process fails and the 
error impacts many lines, the Billing Interface errors need to be corrected through a mass update 
before the process called Process Billing Interface can be rerun. To correct Billing Interface 
errors through a mass update, follow these steps: 

Step Action 

1. Navigate to Main Menu > PeopleTools > Process Scheduler > Process Monitor. 
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Step Action 

2. When the Run Status of CA_BI_INTFC is Warning or No Success, click Details for 
the interface line. A dialog box displays.  

3. Click Message Log.  

 

4. Find a row that reads “XX row(s) were inserted into PS_INTFC_BI with an 
INTFC_ID of XXXX”. 

5. Note the INTFC_ID in the log.  
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Step Action 

6. Navigate to Main Menu > Billing > Interface Transactions > Mass Update 
Interface Errors. 

 

7. Enter the INTFC_ID.  

8. Click Apply Filter. (See image in previous step.)  
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Step Action 

9. Select the lines to be updated.  

10. Enter the appropriate value.  

11. Click the Update Values button.  
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IX. RUN RETRIEVE BILLING ITEMS  

When invoices have been generated to success and invoicing has been completed, run Retrieve 
Billing Items so that Proj_Resource reflects billing. (Cost Collection will be a batch process.) 
Follow these steps to Run Retrieve Billing Items:  

Step Action 

1. Navigate to Cost Collection from the General Ledger (GL): Main Menu > Project 
Costing > Revenue Collection > Retrieve Billing Items. 

 

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

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

3. Click Search. (See image in previous step.)   
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Step Action 

4. Set up the Run Control as follows: 

a) Process Frequency [Always]  
b) Option [Business Unit]  
c) Business Unit (field displays when Business Unit is selected in Option field)  
d) Date Option [All] 

5. Click Run. (See image in previous step.) A dialog box displays.  

6. Check Billing to Projects. Click OK.  

 

7. Click the Process Monitor link.  

8. Click the Refresh button until the process Run Status displays Success.  
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X. EMAIL INVOICE  

When a sponsor has an email in the system, an email invoice is needed. To create an email 
invoice, follow these steps:  

Step Action 

1. To add in a contact, their email address, and their preferred communication for 
invoices as Email Invoice as Attachment, refer to “GM 01.02 Sponsor (Customer) 
Profiles.”  

2. To ensure that the correct Bill to Contact is selected, refer to “GM 01.02 Sponsor 
(Customer) Profiles.” 

3. To create TMPs, refer to “System Navigation for Grants” manual, “Course 4. Process 
Billing,” “Unit 3: Billing Activity”: 

 “Section I. Generate Cost Reimbursable Bills” 
 “Section II. Generate LOC Bills” 
 “Section III. Generate an Event Bill” 
 “Section IV. Generate TM Bill”   

4. To ensure that an invoice will be emailed on the TMP Worksheet or to change an 
invoice to email, navigate to Main Menu > Billing > Manage Billing Worksheet > 
Update Billing Worksheet.  
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Step Action 

5. Click Set Filter Options. A dialog box displays.  

 

6. Enter the Business Unit. 

 

7. Click Search. (See image in previous step.)  

8. Click the line of the TMP link of the correct TMP Billing Worksheet.  
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Step Action 

9. Click the Address link.  

10. Verify the following: 

a) Attention To 
b) Invoice Media [Email Invoice as Attachment]  

 

11. Click the Worksheet link to process the bill.   

Note: The worksheet must be approved before attachments can be added.  
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Step Action 

12. Click the Attachments link. (See image in previous step.)  

13. Supporting documentation can be added to either the header or the line. Select the 
appropriate tab.  

 

14. Click the Upload button. (See image in previous step.) A dialog box displays.  

15. Click the Choose File button.  

 

16. Locate the attachment. Click Open.  

 

17. Click the Upload button.  
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Step Action 

18. Uncheck the Internal Only button if the supporting documentation should be sent to 
the sponsor.  

 

19. Click Save. (See image in previous step.)  

20. Refer to the “System Navigation for Grants” manual, “Course 4. Process Billing,” 
“Unit 3: Billing Activity,” “Section V. Generate Single Action Invoices.”  

21. On the Print Options tab of the Single Action Invoice, ensure that Email Invoice 
Options are set up to be Email Only.  
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XI. CREDIT & REBILL  

Sometimes financial changes need to be made to an invoice after it was successfully generated. 
To perform billing adjustments to add or remove transactions from a finalized invoice so that the 
correct invoice will be reflected in the system and distributed, follow these steps:  

Step Action 

1. Transaction(s) that need to be included on an invoice are entered into the system. Refer 
to the “System Navigation for Grants” manual, “Course 4. Process Billing”:  
 
“Unit 1: Month End Prep”   

 “Section I. Run Cost Collection from the General Ledger” 
 “Section II. Run Cost Collection from Payables” 
 “Section III. Run Cost Collection from Purchasing” 
 “Section IV. Run Cost Collection from Adjustments for Receivables” 

 
 “Unit 3: Billing Activity”  

 “Section I. Generate Cost Reimbursable Bills”   

2. Navigate to Main Menu > Billing > Maintain Bills > Adjust Entire Bill. 
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Step Action 

3. Enter values in the following fields:  

a) Business Unit 
b) Invoice (invoice number) 

 

4. Click Search. (See image in previous step.)  

5. Enter the following:  

a) Select Bill Adjustment Action [Credit & Rebill*] 
b) Rebill Default Action [Retain Original Invoice Value] 
c) Credit Bill [NEXT] 
d) Rebill Bill [NEXT] 
e) Adjustment Reason [INVAD or INVADJLN] 

*Never use just Credit; always use Credit & Rebill.  

6. Click Save. (See image in previous step.)  
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Step Action 

7. Navigate to Main Menu > Billing > Maintain Bills > Standard Billing. Click the 
Return to Search button to search for the invoice that needs to be changed.   

8. On the Standard Billing page, update the Status to NEW.  

 

9. Click Save. (See image in previous step.)  

10. Navigate to Main Menu > Billing > Manage Billing Worksheet > Update Billing 
Worksheet. 
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Step Action 

11. Click Set Filter Options. A dialog box displays.  

 

12. Enter the Business Unit. 

 

13. Click Search. (See image in previous step.)  

14. Combine the newly created TMP in the Billing Worksheet with the re-billed invoice. 
This process adds the adjustment transactions to the Rebill Invoice.  
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Step Action 

15. Click Approve Now. 

 

16. Click Save. (See image in previous step.)  

17. Navigate to Main Menu > Billing > Maintain Bills > Standard Billing. Click the 
Return to Search button to search for the invoice that needs to be changed.   

18. On the Standard Billing page, update the Status to ready (RDY).  
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Step Action 

19. Click Save. (See image in previous step.)  

20. Refer to the “System Navigation for Grants” manual, “Course 4. Process Billing”: 

 “Unit 3: Billing Activity,” “Section V. Generate Single Action Invoices” 
 “Unit 4: Related Billing Processes,” “Section V. Process an Offset.” 

21. Ensure the Items are closed via the View/Update Item Details page: 

a) Business Unit 
b) Customer ID 
c) Item ID  

22. Click Search.  
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XII. REPRINT INVOICE WITH CORRECTED NON-FINANCIAL 

INFORMATION  

Sometimes non-financial changes need to be made to an invoice after it was successfully 
generated. To correct non-financial information on the invoice so that the correct invoice will be 
reflected in the system and distributed, follow these steps:  

Step Action 

1. To update or add the Address to the Sponsor Profile, refer to GM 01.02 Sponsor 
(Customer) Profiles.  

2. Refer to the “System Navigation for Grants” manual, “Course 4. Process Billing,” 
“Unit 3: Billing Activity,” “Section XI. Credit & Rebill.” 

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

 

4. Click Set Filter Options.  
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Step Action 

5. Enter the Business Unit. 

 

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

7. Navigate to Main Menu > Billing > Maintain Bills > Standard Billing.  
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Step Action 

8. Enter values in the following fields: 

a) Business Unit 
b) Invoice 

 

9. Click Search. (See image in previous step.)  

10. Once all updates have been made, change the Status to RDY.  

 

11. Click Save. (See image in previous step.)  

12. Update the appropriate values on the Award/ Contract pages to ensure that all 
following invoices have the appropriate values. 

 


