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COURSE 4. PROCESS BILLING

UNIT 3. BILLING ACTIVITY

|. 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.

\gga UCF Financials

Favorites | Main Menu

Search Menu:
Fop Menu Featy ® -

Employee Sel-Service
IThe menu is nol Manager Seli-Service
Menu to get sta Supplier Contracts

Highlights Departmental Authorization

* v w ¥ = 4b

Customers =

Recently Used

appear under i Customer Contracts Create and Amend 4
menu, locatad Order Management Determine Price and Terms »
Items Manage Progress Payments 3
Suppliers Update Contract Progress 3
Purchasing Schedule and Process Revenue 4

Breadcrumbs
your navigation|
you access o
subfolders.

[
i ._] Define Billing Plan

eProcurement

Services Procurement

Grants
Project Costing

Proposal Management

Re

i Assp Biling Blan

Adjust Revenue and Bil ._]

Process As Incurred Billing I

Define Renewals ‘—]

Process Cther Billing Methods

S o o O I I O

coropoopoororoo

Menu Search,
Main Menu, no

Reports r

Billing

Select the Add a New Value tab.

Favories - Wasn Menu bt »  Cuslomar Confracts - Schedule and Process Billing - Process As Incurred Billing

Process As Incurred Billing

& Add a New Value

Grants — Process Billing
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After cost

Action

3.

Enter the Run Control ID (user defined).

Process As Incurred Billing

Add a New Value

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

Click Add. (See image in previous step.)

Set up the Run Control as follows:

Contract Options

a)
b)

c)

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

Project Options

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

PC Business Unit

Project (dependent on BU/Proj/Act Option)

Activity (dependent on BU/Proj/Act Option)

Billing Options

a)
b)

c)

d)
e)

Billing Business Unit

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

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

Date Option [Accounting Date]

Accounting From Date [01/01/1901]

Grants — Process Billing Course 4 — Unit 3, Page 2
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After cost

Action

f) Accounting Through Date (the end of the billing period)
g) Invoice Date [Current Date]

Process Bi

Process As Incurred Billing
Run Controd ID as_incumed

Program Name

Program Mame CA_S1_I8

ling Details

Request Number

Contract Options

Report Manager  Process honitor

Process Frequency | Always

Business Unit UCFD1

Contract Type

Contract Class

Soid To

IE ontract 00

Cost Plus Fee Type |

Project Options

Billing Options

& foff & Last

hd
BU/ProjiAct Option | Business UnitP v Project Type
PC Business. Unit o Project Manager
Progect 24 s}
I Billing Business Unit UCF01 % I I'Date Option [ Az
b To Q From Date 1040
Billing Pian 2 Through Date 0673
Billing Method As ir ad Event Date 1
Billing Specialist 4 Invoice Date 1041
Billing Cycle ID Q
Cycle From Date 089012019 iy
Cycle To Date 063020 L
Billing Authonty a
Letter of Credit ID o

ignore Tolerance Amount

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

Ensure Contracts to Billing Interface is checked.

Process Scheduler Request

User ID addyg

Run Control ID CAEV_ALL

Server Name ;

v Run Date 10/11/201%

Recurrence

Time Zone

Process List
Select Description

I v Contracts to Billing Interface I

hd Run Time [4:35:34PM

FTP Control Command

Process Name
CA_BI_INTFC

Process Type

Application Engine

E

*Type
'n'.\'l e D

Reset to Current Date/Time

*Format
¥ || TXT

Distribution

v | Distribution

Help

Grants — Process Billing

Course 4 — Unit 3, Page 3




@ UCF Financials

Al System Navigation for Grants

After cost | Action

8. Click OK.

Cancel

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

Fepart Manager I Process Manitor I

Frocess Instance 9735415

10.

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

Server List

Process List

View Process Request For

User ID addyg Q Type v || Last v 1 |Days
Server hd Name @ Instance From Instance To
Run Status v Distribution Status Y| ¥ save On Refresh

Process List

Personalize | Find | View All | (2 |

v

Report Manager

First (4 10f1 (p) Last

Select Instance Seq. Process Type Process Name User Run Date/Time Run Status gg{EQUtian Details
9735415 Application Engine CA_BIINTFC addyg  10/11/2019 4:38:34PM EDT Processing | NiA Details
. . .
11. Click the Details link.
Process List Server List
View Process Request For
User IDjaddyg (& Type v | | Last v 1 |Days v Refresh
Server A Name Q& Instance From Instance To Report Manager
Run Status ¥ Distribution Status ¥ | ¥ save On Refresh

Process List

Select Instance Seq. Process Type Process Name User Run Date/Time

9735415 Application Engine CA_BI_INTFC addyg  10/11/2019 4:3:

Personalize | Find | View Al | (] &

First (4) 10f1 (k) Last
Distribution
Run 5tatus Status Details
Processing N/A

Grants — Process Billing
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After cost

Action

12.

Click the Message Log link.

Process Detail

Process
Instance 9735415
Name CA_BI_INTFC
Run Status Success
Run

Run Control ID CAEVW_ALL
Location Server
Server PSUNX

Recurrence

Date/Time

Run Anytime After 10/1

Began Process At 1

Request Created On 10/11/201% 4:32-32PM EDT

Ended Process At 10/11/201% 4:40:4%PM ECT

Type Application Engine
Description Contracts to Billing Interface
Distribution Status Posted

Update Process

Hold Request

Queue Request

Cancel Request
£ Delete Request

Re-send Content Restart Request

Actions
Parameters Transfer
4:38:34PM EDT lessage Log View Locks

4:32:33PM EDT Batch Timings

View Log/Trace

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.

Message Log

Process

Instance: 9

Name: C

Severity Log Time

10 2:43:21Ply
-~

o

2:43:24FN

Grants — Process Billing
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After cost

Action

16.

Click OK.

Process

Date/Time

Process Detail

s A plnsignce 273

o Sl

Request Create

Run Anytime

Began Proce:

Ended Proce

Cancel

17.

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

Favorites « |

Top Menu Featy

The menu is noy
on Main Menu

Highlights

Recently Used
appear under ti
menu, located

Breadcrumbs
display your nal
and give you a
contents of sul

Menu Search,
the Main Menu
supports type a
makes finding
faster

Search Menu:

o A o o o B O Y O

Employee Self-Sarvice

Manager Self-Service
Supplier Contracts
Deparimental Authorization
Customers

Customer Contracts

3

b

Order Management
Items

Suppliers

Purchasing
eProcurement
Services Procurement

Grants

CocoooooDDm

Project

osting

Proposal Management

Interface Transactions

Manage Billing Worksh

Maintain Bills

Bills
view Billing Informat
Review Processing Re:
UCF Custom

Review Pending Transactions

Update Pending Transactit

Process Biling Interface

I ) mm m

Co

illing Intrfc Report

nterface Errors
Review Interface Completiens

Mass Update Interface Ermrors

>

Billing

Accounts Receivable
Accounts Payable
Asset Management
Banking

Cash Management
hd

Grants — Process Billing
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After cost

Action

18.

Enter the Run Control ID (user defined).

Process Billing Interface

Enter any infermation 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 Contrel ID| begins with « :

Case Sensitive

[
Search Clear Basic Search = Save Search Criteria

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.

Process Billing Interface

Run Control CAEV_ALL Report Manager  Process Monitor Run
ID

*From Interface ID:Q
*To Interface ID:Q

21.

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

22,

Ensure Billing Interface is checked.

face.
Process Scheduler Request

Help
User ID addyg Run Control ID CAEV_ALL
Server Name v Run Date 10/17/2019 [&
Recurrence v Reset to Current Date/Time
Time Zone Q

FTP Control Command
Process List

Select Description Process Name Process Type *Type *Format Distribution
td Billing Interface BIIFO001 Application Engine | Web v [| TXT v | Distribution
Interface & VAT Defaulting BIJOBID1 PSJob (None) v |[|(None) v | Distribution

Gancel

&

Grants — Process Billing Course 4 — Unit 3, Page 7
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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.

Process Billing Interface

Run Control CAEY_ALL Report Manager | Process Monitor Run

1D

25. Click Refresh until the Run Status displays Success.

Process List Server List

View Process Request For

User ID|addyg Q. Type v |[Last v 1 [Days v

Server v Name G, Instance From Instance To Report Manager
Run Status v Distribution Status ¥ | ¥ save On Refresh
Process List Personalize | Find | View Al | (1 | I_.:_ﬂl First (4) 1-50f5 (») Last
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status Eti:{:':uﬁan Details
9735822 Application Engine CA_BIINTFC addyg  10/18/2019 Queued INiA, Details
9735802 PSJob FXBIALLP addyg 101772018 Success Posted Details

Grants — Process Billing Course 4 — Unit 3, Page 8
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After cost | Action

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

& ucF Financials Wor

Favorites | Main Menu = ‘
Search Menu: Person
Top Menu Featy @
*
Ourl [  Employee Self-Service 3
The menuisno| = Manager Sel-Service 3
page. Clickon N 3 supplier Contracts r
Highlights 00 Departmental Authorization »
& c ar »
Recently Used - Chsimers
now appearun| &0 Custemer Contracts L2
Favorites men . = :
atthe top left 3 Order Management r
0O ttems 3
3 suppliers b
4G p € 3
Breadcrumbs 5 ufchaming
display your nal .3 eProcurement 4 Ik
pathandgivey ~ o . & — ¥
access o the c| - Services Procurement
of subfolders. | (3 Grants 4
i} Project Costing 3
00 eroposal Management L
Menu Search, P 9
under the Main| . Biling 3
now supports ty L ool b
earhten Accounts Receivable
finding pages nf (3 Accounts Payable i3
fasle 0 Asset Management 4
3 Banking 3
3 Cash Management »
8 commitment Control 4
3 General Ledger » 5 I
[ ey s
03 Allocations ey, _1 e
: 03 ps/invi | Query Viewer
[3  set Up Financials/Supp TSN Bl
4 B e L Schedule Query
3 Enterprise Components| E: Bl Publigher
B3 workiist =l Report Manager
3 Tree Manager
3 Reporting Tools r
(=] PeopleTools L
v

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

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 v begins with [FXBI_INVOICES_TWMP |

Search Advanced Search

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

Grants — Process Billing Course 4 — Unit 3, Page 9
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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.

Search Results
“Eolder View | — Al Folders - M
Check All Uncheck All =Action | — Choose — v Go
Query Personalize | Find | View All | (3 | Q First (4) 14 of4 (p) Last
Select Query Name Descr Owner Folder Eat  Runie |Runto | WA sohedule  Definitional References
FXBI_INVOQICES_TMP Billing Hdr Lines and Dst Public Edit HTML XML Schedule Lookup References
FXBI_INVOICES_TMP_BY_BILLER Billing Hdr Lines and Dst Public Edit HTML XML Schedule Lookup References

30.

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

\gﬂn UCF Financials \ Workist  Add to Favoril

Favorites v | MainMenu  ~ ‘
Search Menu: Personalize Content | Layor
Top Menu Featy @ &
O O3 Employee Self-Service 3
The menuisnoy &=  Manager Self-Service 4
Clickon MainM 3 suppiier Contracts »
Highlights 03 Departmental Authorization b
Recently Used —  Customers S g——— v
now appear un{ (3 Customer Contracts SLSICLLLE (LR L L)
Favorites meny . : = 3  manage Billing Worksheet 3
atthe top left 3 Order Management = N e
B jems 0O maintain Bills ] -
: o Act
3 suppliers 8O Generate Invoices B8 N =S u__ Singe
T [ e Bills 3 Reports | Print Pro
Breadcrumbs = {eWEreEng e B efter of Credit Pro Forma
display yournal £33 eProcurement B3 Review Biling informat{ = Reproduce Reports — -
pathand give yl /g oo oo | B3 Review Processing Results 3 Ll Letierof Credt
to the contents bk Dt Eo - E| Reprint Inveices
subfolders 3 Grans 0 UCF Custom »
3 Project Costing tj Billing WorkCenter
0O Proposal Management
Menu Search,| P 2
under the Main| = Biling 3
now supports tf R saisags ™ ¥
which makes fi Accounts Receivable
pages much fay [d  Accounts Payable 4

31.

Click the Add a New Value tab.

Pro Forma

Eind an Existing Value Add a New Value

Grants — Process Billing Course 4 — Unit 3, Page 10
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After cost | Action

32. Enter the Run Control ID.

Pro Forma

Eind an Existing Value Add a New Value

Run Control IDBATCH_PROFORMA |

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.

Pro Forma Print Options
ey - - Run 1
Run Control ID BATCH_PROFORMA Report Manager Process Monitor
Language | English v ® Specified Language Recipient's Language
Selection Parameters Find | View All First 4 10f1 » Last
=
User Defined
Range Selection =
ange > From Business Unit UCFO1 |Q
All To Business Unit UCFO1 |Q
Bill Cycle CustID =
: From Invoice TM 9720
Date Bill Added Bill Type
T™P-O 22
Range ID Bill Source To Invoice TMP-(
Public Voucher Number
(5 Save ||[=] Noltify =4 Add_|[ 5] Update/Display

Pro Forma | Print Options

Grants - Process Billing Course 4 — Unit 3, Page 11
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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.

Favorites » | Bain Meny . Biling~ > Gonerabe Invoices ~ > Nen-Consolidated ~  »  Print Pra Forma
Pro Forma | Print Opticns
Report Man; Process M Run
Rufi Control ID PRINT_PROFORMA aporn Manager 1oCess Monsor
Language [Engiish v & specified Language Recipient's Lanjuage

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

Bills To Be Processed

Bills To Be Processed Personalize | Fing | View a8 | £2 ] R First ‘A 15015 ‘b Last
Bl Lhnit Invaice Status Customer Inv Layout Layout Type  Bill To Media
UCFM TMP-00043431 TMR CHGH0006 FRBINOINY X Print Copy
UCFo TMP-00043432 TMR CHGS000E FXBINOINY x Print Copy
UCFo TMP-00043433 TMR CHGS0199 FXBINCINY x Print Copy
UCFO1 TMP-00043434 TMR CNG51130 FXBIWORB X Print Copy
LCFM TMP-00043435 TMR CHGH1139 FABIWOE x Email Invoice as Attachment

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

Grants — Process Billing Course 4 — Unit 3, Page 12
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After cost | Action

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

Process Scheduler Request

UserID addyg Run Control ID BATCH_PROFORMA
Server Name v Run Date 10/21/201% El
Recurrence v Run Time |2:59:52PM Reset to Current Date/Time
Time Zone [}

FTP Control Command
Process List

Select Description Process Name Process Type *Type *Format Distribution
=0 Pre-process & Finalization BINCO00 Application Engine | Web v || TXT v | Distribution
Proforma & Print BIJOBPO1 FSJob (None) ¥ | Disfribution
Print Invoice w/SQR BIPJ10 PSJob (None) v ¥ | Distribution
Print XMLF PSAD3 Invoice BIFJ10D FSJob (Nong) v ¥ | Distribution
Print Grants Invoice wiSQR BIPJ2 PSJob (None) v ¥ | Distrioution
Print SF1080/31 Invoice wISQR BIPJ30 PSJob (None) ¥ v | Distribution
Print Invoice wiXML Publisher BIPJS0 FS.Job (None) v ¥ | Disfribution
Print XMLP PS/CA Invoice BIPJ55S FSJob (None) ¥ | Disfribution
Print XMLP 1034/35 Invoice BIPJBO PSJob (None) v ¥ | Distribution
Print XMLF Summ. Invoice BIPJGS FSJob (Nong) ¥ | Distribution
Print XMLP Invoice BIPJTS P3SJob (None) v ¥ | Distribution
Print XMLP PS/PC Invoice BIPJBD FsSJob ¥ | Distribution
Print XMLP PS/OM Invoice BIPJ25 PSJob ¥ | Distribution
Print XMLP PSAD1 Invoice BIPJOO FSJob ¥ | Distribution
Print XMLP PSADZ Invoice BIPJ9S FPSJob v | Distribution
FXCGALLP All CNG Proforma PSJab v | Distribution
FXBI_UTP UTL Generic/Conv PrFm FXBI_UTP P3SJob ¥ | Distribution
FXINCSFP-Res Fnd INC Froforma FXINCSFP FsSJob ¥ | Distribution
FXNECSFP-Res Fnd NEC Proforma FXNECSFP PSJob ¥ | Distribution
FXNSPSFP-NonSpsr StdFrm Profrm FXNSPSFP FSJob v | Distribution
FXTTFSFP-Res Fnd TTF Proforma FXTTFSFP FPSJob v | Distribution
FXUTLSFP FSBOC UTL Proforma FXUTLSFP FSJob ¥ | Distribution

I OK I Cancel

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

Grants — Process Billing Course 4 — Unit 3, Page 13
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After cost

Action

40.

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

Favorites ~ ‘ Main Menu =
Search Menu:
Top Menu Featy ® R
O Employee Self-Semvice 3
The menu is noy =  Manager Self-Senvice b
on Main Menu i 3 Supplier Contracts 3
Highlights 0 Deparimental Authorization 4
8 customer: r
Recently Used Customers
appear undertl (3 Customer Contracts 12
menu, located =] terface Tra i >
03 Order Managems Interface Transactions
O tems 8 manage ng Worksheet L4
£ suppliers [5=] | J Standard Billing
Supplie
B Purchasing [85] rate Invoices B Copy Single Bill
Breadcrumbs - B3 Locate Bills [E  Acjust Entire il
display your na| (J  eProcurement - E
andgiveyouad oy oo | ©) 0 Review Biling Informat Adjust Selected Bill Lines
contents of sul ! HrEmE B
[ — 3 Review Processing Re B ensummay
o e Costing 3 ucF custom |j Change Status of Bills
o e ‘ : |j Staged Acctg Errors
roposal Managemen
Menu Search, N g ! E] Budget Errors
the Main Menu| —  Billing b B s o
supports type 3 vable , Supporting Documentation
makes finding
faster. 83 Accounts Payable 3
3 Asset Management 3
0 Banking 3
0 Cash Management 4
-

41.

Enter values in the following fields:

a) Business Unit
b) Invoice

Bill Entry

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

Search Criteria

Business Unit|= 'uc:m—lq
Invoice | begins with ||TMP-00040033 x|
Bill Status = v| V]
Customer [begins with | Q
Coniract[begins with |
Bills in Business Unit|= Q
Template Invoice Flag[= v v|

[ case sensitive

)
Basic Search (@7 Save Search Criteria

ues.

42,

Click Search. (See image in previous step.)

Grants — Process Billing
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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.

Header - info 1 ine - irdo 1
Unit UCFO1 Inyoicy CHOOZHMEY Prutaz Am 5300 USD |
Status RO 3, tvoice Dabe 05012018 W Cycle i MONTHLY
. 1
4 Sowrce CONTRACTS %, “Friquancy | Onoe v =
L —viewAciy SubCustt SubC stz
Foundation (NSF
“invoics Form FRBM Q Froan Date 00012019 - e LLC
Accounting Dade " Pay Terms NET 30 el e
Remil To BOAT y Bank Accoul ACH i

Sales TM1 q, il Inquiry Phone 407

Croddl CF i Collector CO-CRGO
Billing Specisls -} Eilling Authority
0 Header & Addre:
Haber Exp Page Series
Summary Bl Soasch Ling Soarch Frow Hod
) Sive * Relum s Search % | Previous B List & | Nestin List o Aod

Heades - info 1 | Line - info 1

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.

Header - irfo 1 Hieader - Info 2 Ling - bfo: 1
Unit LCFO1 Pretax Amil 530.00 USD
Iwoice CHGI204ES cience Foundation (NSF
Paid Reference OR Priepayment Lockug
Paid Aol 58,355.50 Enitry Type 1
Fwnd Balance .00 Entry Reason Q
Letter of Credit iD
Letted of Credin Dacument ID ok Late Date (]

Accrie Unbilled
Cumrency Information

Exchange Rate
Billing Currency IS0

Fafe Type CRRENT |0 Source | Tables ~
Changs Bl Cunmancy Base Curency S0 fate 00000 \
Gola Header Info 2 Asdess Copy ABNBsS
Hobes Express Eniry Aftachments Page Series
Summary il et b ey Mavigation | Header - Info 2 w Prevw  Next

i Feturn to Search | Previows in List & | MNaxtin List | Nodify i Refresh « Add

Haader - Info 1 | Heades - Info 2 | Ling - Indo 1

Grants — Process Billing Course 4 — Unit 3, Page 15
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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.

Header - Info 1 Line - Infg 1
Uni§ BCFOT Inwoice CHGOFI4ER Pretax Ami 3000 USC : a
Statis RDY  § Invoscs Dl Y Cychs ID MONTHLY
“Type o, SoUre Q “Frequency | Once W :’:: !
“Customer CHGS0003 D vaew Aty SubCustl SubCusi?
o Foundaion (NSF
“Inwodce Form FXBMWE G From Dase 01012019 e (AU LU
Accousiting Date C Pay Termas NET30 ~ -
Remit To BOA1 Y, Bank Act
Sabkis TM1 ) Bl Ievqquiry Phosse 4
Crednt CR-CNG Q Collector CO-CNGO
Eillng Specialist Bl Y, Billing Auihcaity
s Favecetl
Ga o Haader Info 2 Addiess Copy Address
Moles Express Eniry Altachiments Page Sedes
Sumemary Bl Sparch Lirw Saarch L"‘—':n"-‘]— Fror  Hed
i S I* Fetamn to Search *_| Prewious in List ] Mexiin List =] Holfy || o* Retresh » And
Huader - info 1 | Lins - infa 1

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

Headar - Info 1 Ling - Infg 1 Ling - Misc infp

Unit UCFO1 Bill To CRGS0003 Pretax Ami 53000 USD
Invoice CMGI24ER Na ciance Foundabon Max Rows sFEE
NSF)
il Line Fimd | Viesw Adl First * 1615 ' Last
Ling 1 iz
S} 1 Met Extended 53000
Table 4 Identsier AS_INCURRED Q Deseription 711000 - Persennel
Stant Date 12152015 5§ I User Ami 1 57355 ',::I
End Date 07312021 Gy User Date 1 02r52016 "
User1C Summarization Template I S Preview Summaiization Temgiate
Usar 2 Summarization Group Type :-.'\
Adpustment Reason Summmearization Groap i0 =3
Go o Liné brda 2 T Agtouniling DecourdSunchaipe
Hodes Express Endry Page Series
Summary Bil Seatch Line Search Pevigation] Lins - M Ik bt Prev Wl
£ Redum fo Search Fravious in List Mo in List Moty | |I* Refresh » Add

Maaded - s 1| Line - 1780 1 | Lirs - Misc Into

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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@ UCF Financials

Al System Navigation for Grants

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.

Header - info 1 || Line - oo 1
Unit UCFG1 Invoics  CRGDFMAL Pretax Ami S3000 LSO !
Hlatus RDY Q, Invecdcon Diade O5TR2015 [ Cyche 10 MONTHLY
“Type CC o Source *Frequency | Dnce v B
“Customiet X - View Achivity SabCusii Sublusi?
aon (NSF
"imvoice Form F % From Date 010172019 . badiala sl 7019

Accounting Date W Pay Tarms NETI0

Remdl To BOAT Bank Account ACH

- |

Sales M1 -3 Bill inquiry Phose 407

Credit CR-CHGD X Colector DO-CHGOT

Billing Specialist Bl % Billing Auihority
Whelsza Favecetl

eader info 2 Asoress Cogy Address
Noles Exgress Enry Altachmanis 2 - Pago Series
s [— S T Prev Nt

i Save * Retum io Search %] Previous in Lisi | o] Wetim List =1 Noify || Redesh JHo Add

Haades - Infg 1 | Lina - Info 1
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@ UCF Financials

Al System Navigation for Grants

After cost | Action

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

FXBI103X invoice.

Header-Info 1 || Header - OrderInfo || Line - Info 1

Unit UCFO1
Invoice TMP-00040033

Bill To CNGE50002
Office of Naval Research (ONR)

PO Ref
Contract 0000005410 (e}
Contract Date [H
Contract Type [CNG
OM Bus Unit Q
Order No Q
Order Date [H
Ship Bus Unit

Ship ID 26

Pretax Amt 42,020.34 USD

Freight Terms [}
Ship Via Q

Bill of Lading CRABBS

PK Slip No

Sold To [CNG50002 a,
Sold Loc 1Q
Ship To Q
Ship Loc (&}

IR

Goto Header Info 2 Address Copy Address
Motes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation | Header - Crder Info Prev  Next
[Eh Return to Search [=] Motify &% Refresh
Header - Info 1 | Header - Order Info | Line - Info 1

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

Grants — Process Billing
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Al System Navigation for Grants

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.

Header -Info1 || Line - Info 1
Unit UCFD1 Invoice TMP-00030722 Pretax Amt 5,100.00 USD E
Status TMR a, Invoice Date [03/15/2019 [+ Cycle ID [CGFB Q
*Type CGO Q Source CONTRACTS Q *Frequency | Once v [5]
*Customer CNG51377 a ~View Activity SubCust1 SubCust2
Ora
“Invoice Form FX Q From Date 02/01/2019 E] To Date 02/23/201% &
Accounting Date [ Pay Terms NET30 Q Pay Method | Check v
Remit To BOA1 Q Bank Account ACH Q
Sales TM3 Q Bill Inquiry Phone |407-823-3778 Q
Credit CR-RFDD1 Q Collector CC-CNG10 Q
Billing Specialist BI-CNG10 Q Billing Authority Q
Melissa Fawcett
Gofo Header Info 2 Address Copy Address
Motes Express Enfry Attachments Page Series
Summary Bill Search Line Search Navigation | Header - Info 1 T Prev  Next
[FlSave ||Er Return to Search [=] Metify || o Refrash
Header - Info 1 | Ling - Info 1

(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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System Navigation for Grants

UCF

Il. 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.

Stepn

Action

1.

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

\§$ﬂ UCF Financials

Favorites = |

Main Menu =

Top Menu Feat

The menu is noy
Menu to get stal

Highlights

Recently Used
appear under ti
menu, located

Breadcrumbs
your navigation
you access to
subfolders.

Menu Search,
Main Menu, no
ahead which m)
pages much fa

Search Menu:

rpoprrorrprorpooroorporore o

Employee Self-Service
Manager Self-Service
Supplier Contracts
Departmental Authorization

Customers

- v v v v

Customer Contracts
Order Management
Items

Suppliers

Purchasing
eProcurement
Services Procurement

Grants

Proposal Management
Billing

Accounts Receivable
unts Payable
Asset Management

Banking

e o O A I A

Cash Management

Create and Amend
Determine Price and Terms
Manage Progress Payments

Update Contract Progress

W Revenue

d Process Revenue

3

w Billing

Define Billing Plan

Assign Billing Flan
==

Adjust Revenue and Bil

E|
El
E]
E]

Process As Incurred Billing

Define Renewals

Process Other Billing Methods

Reports
UCF Process

nter
orkbench
Review Conftract Summary

My Contracts

b

3

Commitment Control

d

Select the Add a New Value tab.

Find an Existing Value

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

Grants — Process Billing
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Al System Navigation for Grants

Step | Action

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

Eind an Existing Value Add a New Value

Run Control 1D |

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]
¢) 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)

¢) 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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Al System Navigation for Grants

.
Sten | Action
Process As Incurred Billing
Run Control ID Process_as_incurmed_biling FReport Manager  Frocess Monio
Program Name
Program Name CA_BI_INTFC Process Frequency '_"Eﬂ! |
Process Billing Details F e A, Fist 4 1012 Last
Request Number =
Contract Options
Business Unit UCFD1 a 23
Contract Type
Contract Class ]
Soid To
| contract nooanosase |
Cost Plus Fee Type| ]
Project Options
*BWProyAct Option | Business Une Fropet wv| Project Type ')
PC Business Unit UCFO1 Propect Manager -]
Project 50015080
Billing Options
I Billing Business Unit UCFD! - I *Date Option [Accounting Dat v]
Bl To 1 From Date
Buisng Plan Theough Date 0
Billing Method |As Incurred > Event Date 10182010 W
Billing Specialist ! I invoice Date 10152018 -'.I
Billing Cycle ID |
Cyele From Date 08012018 - it
Llignare Tolerance Amount
Cycle To Date D3202018 "
Billing Authority |
Letter of Credit ID . |
6. | Click Run. (See image in previous step.)
oY1 .
7. | Ensure Contracts to Billing Interface is checked.
Process List
Select Description Process Name Process Type *Type *Format Distribution
I i Contracts to Billing Interface I CA_BI_INTFC Application Engine | Web v || TXT ¥ | Distribution

Cancel

Click OK. (See image in previous step.)

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

Process Monitor I

Process Instance:97354 36

Repart Manager i Run

Grants — Process Billing
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Al System Navigation for Grants

Sten | Action

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

Process List Server List

View Process Request For

User ID addyg Q Type v || Last v 1 | Days v
Server v Name Q_  Instance From Instance To Report Manager
Run Status b4 Distribution Status Y | ¥ save On Refresh
Process List Personalize | Find | View All | 1 | [ First (4) 1-20f2 (») Last

Select Instance Seq. Process Type Process Name User Run Date/Time Run Status [S)!l:::x:uhon Details
9735436 Application Engine CA_BI_INTFC addyg 10/14/2019 9:05:38AM EDT Success Posted Details

9735435 Application Engine FS_JGEN addyg 10/14/2019 8:45:46AM EDT Success Posted Details

11.| Click the Details link.

Process List Server List
View Process Request For
User ID addyg Q Type v || Last v 1 Days v Refresh
Server v Name Q_ Instance From Instance To Report Manager
Run Status y Distribution Status ¥ | ¥ save On Refresh
Process List Personalize | Find | View All | (2] | E First (4) 1-20f2 (» Last
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status 2!'::35"“0" Details
9735436 Application Engine CA_BI_INTFC addyg 10/14/2019 9:05:38AM EDT Success Posted
9735435 Application Engine FS_JGEN addyg 10/14/2019 8:45:46AM EDT Success Posted Details

12.| Click the Message Log link.

Process Detail
Process
Instance 9735435 Type Application Engine
Name CA_BI_INTFC Description Contracts to Billing Interface
Run Status Warning Distribution Status Fosted
Run Update Process
Run Control ID CAEY_ALL Hold Request
Location Server Queue Request
Server PSUNX Cancel Request
Delete Request
Recurrence Re-send Content Restart Reguest
Date/Time Actions
Request Created On 10/14/2018 2:07:42AM EDT Parameters Transfer
Run Anytime After 10/14/2019 9:05:38AM EDT View Locks
Began Process At 10/14/2019 2:07:51AM EDT Batch Timings
Ended Process At 10/14/2019 S:07:54AM EDT View LogiTrace
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UCF Financials

System Navigation for Grants

Stepn

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.

gg‘n UCF Financials

srances

menu, located

Items
Suppliers
P .
Breadcrumbs urchasing
display your na
and give you a
contents of sul

eProcurement

Grants

Project Costing

Menu Search,
the Main Menu
supports type g
makes finding
faster.

Billing

Banking

cprrobocoooocpocpbDDD D

Favorites = | Main Menu = ‘

Search Menu:
Top Menu Featy @ .
Employee Self-Service 4
The menu is nov Manager Self-Service 4
on Main Menu { Supplier Contracts »
Highlights Departmental Authorization 4
Customer: »

Recently Used Customers
appear under ti Customer Contracts k

QOrder Management

Services Procurement

Proposal Managesment
unts Receivable
unts Payable

Asset Management

Cash Management
-

Interface Transactions
Manage Billing Worksh
Maintain Bills
Generate Invoices

Locate Bills

Review Billing Informati
Review Processing Re:
UCF Custom

(i o i e A

Review Pending Transactions

Update Pending Transactions

Process Billing Interface

) () [ |

Billing Intrfc Report

t Interface Errors
Review Interface Completions

Mass Update Interface Errors

3

16.

Enter the Run Control ID (user defined).

Find an Existing Value

Search Criteria

Case Sensitive

Process Billing Interface

Add a New Value

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

Run Control ID| begins with v I

=] - )
Search Clear | Basic Search & Save Search Criteria

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

instead.

Grants —

Process Billing
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Al System Navigation for Grants
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.
Process Billing Interface
Run Control CAEV_ALL Report Manager  Process Monitor Run
1D
*From Interface ID:Q
*To Interface ID:Q
19.| Click Run. (See image in the previous step.)
20.| Ensure Billing Interface is checked.
Hace.
Process Scheduler Request
Help
User ID addyg Run Control ID CAEV_ALL
Server Name A Run Date [10/17/2019 [E
Recurrence v Run Time [53:58:04PM Reset to Current Date/Time:
Time Zone (&}
FTP Control Command

Process List

Select Description Process Name Process Type *Type *Format Distribution

If Billing Interface BIIFO0O1 Application Engine | Web v || TXT v | Distribution

Interface & VAT Defaulting BIJOBID1 PSJob (None) v | |(None) v | Distribution

Cancel
21.| Click OK. (See image in previous step.)
22.| Click the Process Monitor link at the top right of the page.

Process Billing Interface
Run Control CAEV_ALL Report Manager Run
ID
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Al System Navigation for Grants

Step | Action

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

Process List Server List

View Process Request For

User ID{addyg Q Type v || Last v 1 | Days v

Server v Name @, Instance From Instance To Report Manager
Run Status v Distribution Status ¥ | ¥ save On Refresh
Process List Personalize | Find | View All | £ | [ First (4 1-50f5 (b Last
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status Eg{EQUt'D" Details
Application Engine CA_BI_INTFC addyg 10/13/2019 10:58:25, Queued NJA Details
PSJob FXBIALLP addyg  10/17/2019 61811 Su S Posted Details

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

Favorites + ‘ Main Menu  « |
Search Menu:
Top Menu Featy ® &
[ Employee Self- »
The menuisno] —  Manager Seif-Service 3
Main Menuto gl (3  suppiier Contracts 3
Highlights 03 Departmental Authorization 3
ighlig
BE c ar 3
Recently Used -~ Clsomers
appear undertf (3  Customer Contracts b
menu, located { ~ &G g T 1 3
L T3 Order Managsment - Interface Transactions
B3 ttems 3 Manage Billing Worksheet 3
- 3 mMaintain Bi »
0O suppliers alntah ENls e ] Action Invoic
8 Purchasing 8 Generats Invoices 3 Nan-Consolidated i :Swugkfclonmace)
Breadcrumbs | — B - (= s & Reports |5 PrintPro Forma
display your na| &3 eProcurement = = . B - PR
and give youa 3 Review Biling Informat 03 Reproduce Reports L Letter of Credit Pro Forma
Service: C ent = - -
contents of sub| REpECS R ment [ ; . ™ i =] Letter of Credit I
B3 Grants Review Processing Resulis J - -
o - , | eprint Invoices
0 project Costing UCF Custom
Menu Search 83 Proposal Management
e
the Main Menu| L Biling %
bype ahead whl 3 accounts Receivanie ’

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

Letter of Credit

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 ID[beginswith v |

Case Sensitive

3
Clear | Basic Search 12 Save Search Criteria

Note: When creating run controls, they cannot contain any spaces. Use underscores
instead.
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Al System Navigation for Grants
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
Letter of Credit Report
Run Control ID CAEV_ALL Report Manager  Process Manitor Run
Language | English v * Specified Language Recipient's Language
I print Details Export To File
Selection Parameters Find | View All First (4' 10of1 (» Last
[+ [=]
Sequence 1
Range Selection
Letter of Credit ID | Q
All
® Letter of Credit 1D
Sponsor
28.| Click Run. (See image in previous step.) A dialog box opens.
29.| Ensure the Process Name of BIJOBP50 is checked.
Process Scheduler Request
User ID addyg Run Control ID CAEV_ALL
Server Name v Run Date |10/18/2019 El
Recurrence y Run Time 10:27.06FM Reset to Current Date/Time
Time Zone Q,
FTP Control Command
Process List
Select Description Process Mame Process Type *Type *Format Distribution
Project/Contract Finalize Draw BIJOBF50 PSJaob (Mone) v || (None) ¥ | Distribution
Cancel

30.

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

System Navigation for Grants

Step | Action

31.

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

Letter of Credit Report

Run Control ID CAEV_ALL

Language | English v

Report Manager IPrucess h.-lanitorl

® Specified Language

Recipient's Language

32.

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

Process List || Server List

View Process Request For

User ID{addyg Q Type
Server, v Name
Run Status T

Process List
Select Instance Seq. Process Type

Application Engine

PSJob

Distribution Status

v

Q

Last v 1

Instance From Instance To

¥ | ¥ save On Refresh

Personalize | Find | View All | (] | Q First (4 1-50f5 (b Last
. Distribution
Process Name User Run Date/Time Run Status Status Details
CA_BI_INTFC addyg  10/13/201 Queued N/A Details
FXBIALLP addyg  10M17/201 Success Posted Details

Days

Report Manager

33.

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

Header - Info 1 Line - Info 1
Unit UCFD1 Invoice TMP-D0038722 Pretax Amt 5,100.00
Status TMR a, Invoice Date D3/15/2019 [
*Type (CGO Q Source [CONTRACTS (e}
*Customer CNG51377 Q ~View Activity SubCust1
O i
“invoice Form X @ From Date 02/01/2019 &
Accounting Date [+ Pay Terms NET30 Q
Remit To BOA1 Q Bank Account ACH Q
Sales TM2 Q Bill Inquiry Phone |407-823-3778 Q,
Credit CR-RFDD1 Q Collector CO-CNG10 Q.
Billing Specialist BI-CNG10 Q Billing Authority (e}
Melissa Fawcett
Go tor Header Info 2 Address Copy Address
MNotes Express Entry Attachments
Summary Bill Search Line Search Navigation | Header - Info 1
[§lsave ||E Returnto Search [=] Notify || 73 Refresh
Header - Info 1 | Line - Info 1

usD
Cycle ID CGFB Q
*Frequency | Once v =]
SubCust2
To Date D21282019 5]
Pay Method | Check v
Page Series
v Frev  Next

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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UCF

System Navigation for Grants

lll. 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.

Sten | Action

1.

Favorites ~ |

\g}x UCF Financials

Main Menu -

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

Top Menu Featy

The menu is noy
on Main Menu t

Highlights

Recently Used
appear under t
menu, located

Breadcrumbs
display your naj
and give you a
contents of su

Menu Search,
under the Main
suppoerts type a
makes finding
faster.

rcrroropoororooroclor 0 O

Search Menu:

Employee Self-Service
Manager Selt-Service
Supplier Contracts

Departmental Authorization

Customers

Proposal Management

Billing

Accounts Receivable

Accounts Payable

Customer Contracts L Create and Amend »
Order Management 8  Determine Price and Terms 3
ltems B3 Manage Progress Payments 3
Suppliers 03 Update Contract Progress 3
Purchasing B schedule and Process Revenue »
eProcurement B Review Revenue )
Services Procurement | —  Sthedule and Process I 5] Define Biling Plan I
Grants 0 Review Biling [t gn Billing Plan
Project Costing 03 Adjust Revenue and Bi |_1 Process As Incurred Billing
4 [E  Process other il ng Methods
=]
4
E
B
.}

Asset Management

Banking

r v v w v {4

Define Renewals

Reports
UCF Process

Confracts Center

rkbench

L4

»

3

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

Stepn

Action

2.

Enter values in the following fields:

a) Business Unit
b) Contract number

Define Billing Plan

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 Unit| = » Q
Contract| begins with v [00000Ds187 oy
Billing Plan ID| begins with v
Billing Plan Status| = v A
Contract Administrator| begins with » a,

Case Sensitive

Clear | Basic Search |Q§=J Save Search Criteria

Click Search. (See image in previous step.)

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

Search Results
View All First (4) 1-4of4 (P

UCFO1 0000005187 B101 Cancelled Crawford, Melissa
LICFO1 0000005187 B102 Completed Crawford Melissa

Business Unit Contract Billing Plan ID Billing Plan Status Contract Administrator

JUCFO1 0000
LUCFO 0000005187 B104 In Progres Crawford, Melissa

Find an Existing Value | Add a New Value

87 B103 Ready Crawford Melissa___|

Select the Events tab.

Billing Plan General Billing Flan Lines

Grants — Process Billing
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Al System Navigation for Grants

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

Billing Plan General Billing Plan Lines Events History
Contract 0000005187 Bl Unit UCFO1
Sold To Customer CNG51083 New York Physical Therapy Association Bill To CNG5108%
Billing Plan {'§ B103 7191FIXBILL Bill Plan Currency USD
Define Events Amount Detail
Percent Total Amount 0.00
Remaining Amount 0.00
Add Milestone
Event Detail Personalize | Find | (1| [ First (4 10f1 (b Last
Event Event Type *Event Status Event Date Amount
Date A Pending v [ [Event Nate 0.00) ﬂ j
[@h Return to Search [=7] Motify = Add

Billing Plan General | Billing Plan Lines | Events | History

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

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

Favorites

Main Menu  ~ |

Search Menu:

Top Menu Featy ®

Employee Self-Service 3

The menu is noy Manager Self-Service 4

Main Menu to g Supplier Coniracts 3

Highlights Deparimental Authorization 4
Customer ¥

Recently Used| Customers —~ .

appear under tl Customer Contracts Create and Amend 4

menu, located Determine Price and Ter
Order Management Determine Price and Terms 4
Items Manage Progress Payments 3
Suppliers ct Progress 3

nd Process Revenue 3

Purchasing d Process

Breadcrumbs = ,
eProcurement Revenue

display your nal
and give you a
contents of sul

c efine Billing Plan
Schedule and Proces:
Procurement ! | Process

Review Billing Assign Billing Plan

Process As Incurred Billing

g

Adjust Revenue and Bil

[ [ e

De e Process Other Billing Methods
Proposal Management Define Renewals =2 g9 : I
Menu Search, . N

the Main Menu Billing Reports

type ahead whil UCF Process 4

finding pages Accounts Receivable

Accounts Payable Contracts Center

Asset Management ontra kbench

R A e O O

Review Contract Summary
-

Banking

O I

Cash Management
-
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Al System Navigation for Grants

Step | Action

9. | Click the Add a New Value tab.

Process Other Billing Methods

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

Find an Existing Value Add a New “alue

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

Process Other Billing Methods

Find an Existing Value Add a New Value

Run Control ID] ]
Program Name CA_BI_INTFC

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
¢) 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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System Navigation for Grants

Sten | Action

Process Other Billing Methods

Run Control I Process_other_billing_methods

Program Mame

Program NMame CA_BI_INTFC

Process Billing Details

Request Number 1
Contract Options

Report Manager  Process Monitor

[ Frocess Frequency e 1|

¥ 1of1 't Last
+|[—

Find | Wiew All First

Business Unit [JCFO1 QA University of Central Florida
Contract Type a
Contract Class | ~|
Sold To Q
| Contract 0000008348 al
Billing Options
| Billing Business Unit|UCFO1 al
Bill To |
Billing Plan aQ
Billing Method | ¥
Billing Specialist Q
Billing Cycle ldentifier Q

Event Date | 10/18/201

Invoice Date | 10/13/201

13.

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

T .
14.| Ensure Contracts to Billing Interface is checked.
Process Scheduler Request
UserID addyg Run Control ID Process_other_billing_methods
Server Name Run Date [10/13/2019 1
Recurrence Run Time 11:23:42PM Reset to Current Date/Time
Time Zone &}
FTP Control Command
Process List
Select Description Process Mame Process Type *Type *Format Distribution
I rd Contracts to Billing Interface CA_BI_INTFC IADDH(,aNGn Engine | Web ¥ || TXT ¥ | Distribution
cance
15.| Click OK. (See image in previous step.)
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Al System Navigation for Grants

Step | Action

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

Process Other Billing Methods

Run Control ID Process_other_billing_methads Report Manager | Process Manitor | | Run

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

Process List Server List

View Process Request For

User ID/addyg Q. Type v | [Last v 1 [Days v

Server v Name @, Instance From Instance To Report Manager
Run Status T Distribution Status ¥ | ¥ Save On Refresh
Process List Personalize | Find | View All | (| E First (4) 1-50f5 (b Last
5 Distribution
elect Instance Seq. Process Type Process Name User Run Date/Time Run Status Status Details
9735822 Application Engine CA_BI_LINTFC addyg 10/13/2019 10:56:28AM EDT Queued MN/A Details
9735802 PSJob FXBIALLP addyg 101712019 6:18:11PM EDT Success Posted Details

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

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

Date/Time Actions
Request Created On 10/18/2015 11:26:54PM EDT Parameters Transfer
Run Anytime After 10/18/201% 11:23:42FM EDT IMessage Log View Locks
Began Process At 10/18/20159 11:27:02PM EDOT Batch Timings
Ended Process At 10/18/2015 11:27-11PM EDT View Log/Mrace

Cancel

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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UCF

System Navigation for Grants

Step | Action

24.
Interface.

Favorites « |

Main Menu = |

Search Menu:

Top Menu Featy

The menu is noy
Main Menu to g

Highlights
Recently Used Customers
appear under il
menu, located

Items
Suppliers
) ’
Breadcrumbs urehasing
display your na
and give you a
contents of sul

eProcurement

e o O e o ot o o R

Employee Seli-Sen
Manager Self-Service
Supplier Contracts

Departmental Authorization

Customer Contracts

Order Management

Services Procurement

vice

fow v v v v

Review Billing Informat

Review Processing Re:

(I A O Bt A Y

Review Pending Transactions

Update Pending Transactions

Process Billing Interface

) () [ | ) )

Billing Intrfc Report
Interface Errors
Review Interface Completions

Mass Update Interface Errors

Cus »
Costing UCF Custom

Proposal Management

Menu Search,

the Main Menu Billing 3

type_ ahead whi Accounts Receivable 4

finding pages :
Accounts Payable 4
Asset Management 4
Banking L4
Cash Management r

-

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

25.

Select the Add a New Value tab.

Process Billing Interface

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

26.

Enter the Run Control ID (user defined).

Find an Existing Value

Process Billing Interface

Add a New Value

Run Control 10|

Add

instead.

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

Grants — Process Billing
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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.

Process Billing Interface

Run Control Pracess_other_billing_methods Report Manager IPrncess n.-lonitnrl Run

1D
*From Interface ID:Q
*To Interface ID:Q -

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

30.| Ensure Billing Interface is checked.

Process Scheduler Request

User ID addyg Run Control ID Process_other_billing_methods
Server Name v Run Date [10/1%/2019 )
Recurrence v Run Time [12:03:02AM Reset to Current Date/Time
Time Zone QL

FTP Control Command
Process List

Select Description Process Name Process Type *Type *Format Distribution
I ¥ Biliing Interface 'SI FOOD1 Application Engine [Web v |[TXT v | Distribution
Interface & VAT Defaulting BIJOBID1 PSJob (Nong) v ||{None} v | Distribution

carce

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.

Process List Server List

View Process Request For

user ID fdcyg Q  Type v [Last v | [Days =

Server v Name Q. Instance From Instance To Report Manager
Run Status ¥ Distribution Status ¥ | ¥ Save On Refresh
Process List Personalize | Find | View All | (20| [53 First (4 160f6 (b Last
Select Instance Seq. Process Type Process Mame User Run Date/Time Run Status Eti:ml;ution Details
9735662 Application Engine BIIFOD01 addyg 10/19%/2019 12:03:02AM EDT Success Posted Details
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UCF

Stepn

Action

34.

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

Favorites +

Main Menu - |

Top Menu Featy

The menu is noy
Main Menu to g

Highlights

Recently Used
appear under tl
menu, located

Breadcrumbs
display your na|
and give you a
contents of su

Menu Search,
the Main Menu
type ahead whi
finding pages

I O o G I I I I I O

Search Menu:

Employee Seli-Service
Manager Seli-Service
Supplier Contracts
Departmental Authorization
Customers

Customer Contracts

4

L3

s

Crder Management
ltems

Suppliars

Purchasing
eProcurement
Services Procurement

Grants

B I I A B

Project Costing

Interface Transactions

Manage Biling Worksheet

»

L4

Maintain Bills

Standard Billing

Generate Invaices
Locate Bills

Review Billing Informat
Review Processing Re:
UCF Custom

Proposal Management
Billing
Accounts Receivable
Accounts Payable
Asset Management
Banking
Cash Management

b

—
Y A e Y

Copy Single ill
Adjust Entire Bill

Adjust Selected Bill Lines
Bill Summary

Change Status of Bills

ctg Errors

ct Budget

Supporting Documentation

3s.

Enter values in the following fields:

a) Business Unit
b) Invoice

Bill Entry

Search Criteria

Business Unit

Invoice

Bill Status

Customer

Contract

Bills in Business Unit
Template Invoice Flag

Case Sensitive

b

o || o

Find an Existing Value

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

v

egins with »

v
egins with »
egins with »

v

L2 L LR

Fl )
Clear | Basic Search = Save Search Criteria

Grants — Process Billing
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Sten | Action
36.| Click Search. (See image in previous step.)
37.| Click the Notes link.
Goto Header Info 2 Address Copy Address
Express Entry Aftachments
Summary Bill Search Line Search Navigation| He
[Flsave ||[@r Return to Search +=] Previous inList | 4Z] Nextin List [=] Notify ||&* Refresh
Header - Info 1| Line - Info 1
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
Header -Infa 1 || Line-Info 1 Header - Note
Unit UCFO1 Bill To CNG51377 Pretax Amt 130485 USD
Invoice TMP-00040730 Orange
Customer Notes
Bill Header Notes Find | View All First (4) 10of1 () Last
Standard Note Flag std Note aQ [+][=]
Internal Only Flag Note Type AWDTITLE Q
MNote Text:
225 characters remaining
Goto Header Info 2 Address Copy Address
Maotes Express Entry Attachmenis
Summary Bill Search Line Search Navigation | Header - Nofe
[Gh Return to Search =] PreviousinList ||4E] Nextin List [=] Netify ||#¥ Refresh
39.| Click Save. (See image in previous step.)
40.| Click the Pro Forma icon (white paper with green marking).
| Header - Info 1 || Line - Info 1 || Header - Note |
Unit UCFD1 Bill To CNG51377 Pretax Amt 1,804.95 USD
Invoice TMP-00040730 Crange
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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UCF

System Navigation for Grants

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:

Sten

Action

1.

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

Breadcrumbs
your navigation|

eProcurement 4

\&c_& UCF Financials Navigator ~  Search E anced Search  [B Last Search Resulls
Favorites~ | | MainMenu  ~
Search Menu:
Top Menu Featy @ g
L3 Employee Self-Sarvice 4
The menuisno| —  Manager Seif-Service ¥ lin
Menu to get sta| [ Supplier Contracts 3
Highlights (3  Departmental Autharization »
Recently Used B Customers ' =
appear under tf £33 Customer Contracts Create and Amend 4
menu, located § o Management Determine Price and Terms 4
1 tems Manage Progress Payments »
0 Suppliers Update Contract Progress »
O Purchasing Schedule and Process Revenue »
=}
(=]
(S}
(S}
(S}
(S}

rrocroooorop o

gﬁglecdc;zs ot Bervices Procurement J Define Biling Plan
) Grants Review Billing El Assign Billing Plan
Project Casting Adjust Revenue and Bil B Process As Incurrsd Bil ing I
. search Proposal Management Define Renewals [E]" Process Cther Billing Methods
M:i:uM;naurcné Billing Reports » ‘

Enter the Run Control ID (user defined).

Process As Incurred Billing
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 ID| begins with v :

Program Name| begins with v [CA_BI_INTFC

Case Sensitive

= .
Search Clear | Basic Search & Save Search Criteria

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

Click Search. (See image in previous step.)

Grants —

Process Billing Course 4 — Unit 3, Page 39




&

UCF Financials

Al System Navigation for Grants
Step | Action
4. | Select the appropriate Run Control ID if options display.
rch Results
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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.
Sten | Action
Process As Incurred Billing
Run Control ID Frocess_as_incumed_bding Repon Manager  Frocess Monage
Program Name
Program Name CA_BI_INTFC Process Frequency [Aways ]
Process Billing Details Find | View All Fist ‘4 1of1 % Last
Request Number Hi=
Contract Options
Business Unit UCFO1 A University of Central Florida
Contract Type =}
Contract Class | |
Sold To 0
Contract 0000005351 =
Cost Plus Fee Type | |
Project Dptions
*BUProjiAct Option [Business UnitFroject ~| Project Type
PC Business Unit UCFO1 C Project Manager d,
Project 84015300 A
Billing Options
IBlllrng Business Unit UCFO1 =\ I *Date Option [Azco v
Eill Te -4 From Date 1001 L
Billing Plan Q Through Date |D8/20 H
Billing Method As Incurred ¥ Event Date | 10115 i
Billing Specalist Q I Invoice Date 1015 W I
Billing Cycle ID 1
Cycle From Date 02 i1
Clignare Tolerance Amount
Cycle To Date 0 £
Billing Authority a,
I Letier of Credit ID '_1|
6. | Click Run. (See image in previous step.)
T .
7. | Ensure Contracts to Billing Interface is checked.
Process Scheduler Request x
Saved ‘
User D addyg Run Control ID CAEV_ALL —
Server Name M Run Date 10/14/201% [H
Recurrence v Run Time 4:54:01FM Reset to Current Date/Time
Time Zone Q
FTP Control Command
Process List
jpti Process Name Process Type *Type *Format Distribution
o] Contracts to Billing Interface CA_BILINTFC Application Engine | Web v || TXT ¥ | Distribution

Grants — Process Billing
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Sten | Action
8. | Click OK. (See image in previous step.)
9. | Click the Process Monitor link at the top right of the page.
Process Instance: 9735526
10.| Click Refresh until the Run Status for the process displays Success.
Process List Server List
View Process Request For
User ID addyg Q Type v || Last v 1| |Days v
Server y Name Q_ Instance From Instance To Report Manager
Run Status v Distribution Status v ¥ Save On Refresh
Process List Personalize | Find | View All | (2] | L:# First (4 140f4 (» Last
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status lg::z:unon Details
9735526 Application Engine CA_BI_INTFC addyg 10/14/2019 4:54:01PM EDT Success Posted
11.| Click the Details link. (See image in previous step.) A dialog box opens.
12.| Click the Message Log link. A dialog box opens.
Date/Time Actions
Request Created On 10/13/2015 4FM EDT Parameters Transfer
Run Anytime After 10/18/201% 4 EDT View Locks
Began Process At 10/1¢ W EDT Batch Timings
Ended Process At 10/13/201% 1PM EDT “iew Log/Trace
I QK I Cancel
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.

Favorites » |
Search Menu:
Top Menu Featy ®
s
0 Employee Self-Service 3
The menuis noy =  Manager Self-Senvice »
Main Menutog (0 supplier Contracts 3
Highlights L3 Deparimental Authorization 4
3 customer N
Recently Used Customers SR -
appear under tf (3 Customer Contracts Create and Amend 4
menu, located § Ordler Management 3 Determine Price and Terms »
8 items 03 Manage Progress Paymants 3
£ suppliers 3 update Contract Progress »
3 Purchasing 03 schedule and Process Revenue >
Breadcrumbs . = - ) ) ,
display yourna| L1 eProcurement iew Revenue
and give y?u al Services Procurement [85] eduie and Brocess. I Ij Define Billing Plan I
contents of sul . RHEE — -
8O Grans 0 Review Biling [E Assion Biling Pla
O3 Project Costing 3 Adjust Revenue and Bi |j Process As Incurred Billing
3 Proposal Management 3  Define Renewals J Process Other Billing Methods
Menu Search, = . -
the Main Menu| &3 Billing Reports
type ahead whi unts Receivaple | ) UCF Process »
finding pages n o = B o
= unts Payabl ts Center
3 Asset Management lj Norkbench
L3 Banking |j Review Confract Summary
03 Cash management B wy contracts
8 Commitment Centrol »
3 General Ledger »
) A4

(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)

Define Billing Plan

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

Find an Existing Value || Adda New Value

Search Criteria

Business Unit| = » LUCFD1 [}
Confract| begins with v Q,
Billing Plan ID| begins with »
Billing Plan Status| = v v
Contract Administrator| begins with v [} [’\\’

Case Sensitive

= .
Search Clear | Basic Search & Save Search Criteria
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System Navigation for Grants

Stepn

Action

19.

Click Search. (See image in previous step.)

20.

Click the Events tab.

Billing Plan General Billing Plan Lines History

21.

Verity the following:

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

c) Amount
Event Detail Personalize | Find
Event Actions Event Type *Event Status Event Date
3 ~ Actions Date READY 07/30/2017 Event Note

22,

Click Save.
[gh Return to Search [=] Motify

Billing Plan General | Billing Plan Lines | Events | History

Related Content

Contract Details

23.

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

\'\SSI UCF Financials Navigator = | S 3 ch [ Last Search ResulmyUCF | H
Favorites = ‘ Main Menu  « |
Search Menu:
Top Menu Featy ® .
3  Employee Self-Service 3
The menu is noy L1 Manager Self-Service 3
Main Menuto gl (3 suppiier Contracts »
Highlights 1 Departmental Authorization 3
3 Customer N
Recently Used Customers T oo -
appear under tl (3 Customer Contracts Create and Amend 3
menu, lecated { ) Management B Determine Price and Terms 3
8  tems 03 Manage Progress Payments 3
O suppliers 03 Update Contract Progress 3
3 Purchasing 0 s le and Process Revenue 3
Breadcrumbs - = . )
display your nal (3 eProcurement Revenue
and give youaq Servicas Procurement | — [E Define sill ng Plan
contents of su senes T B a illin n
B3 Granis [s] Assign Billing Plai
3 Project Costing 03 Adjust Revenue and Bil Ij Process As Incurred Billing
3 Propesal Management 0  Define Renewals Ij Process Other Billing Methods I
Menu Search, [ . 8
the Main Menu| &2 Billing Reports
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Step | Action

24.| Click the Add a New Value tab.

Process Other Billing Methods

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

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

Process Other Billing Methods

g Vale Add a Mew Value

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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Sten | Action

Process Other Billing Methods

Run Control I0 Process_other_billing_msachods Report Manager  Process Monior

Program Name

Program Name CA_BI_INTFC I Process Frequency | &hways w I

Process Billing Details Find | View Al Fiz ‘& fof1'd Lam
=
Reguest Number
Contract Options

Business Unst UCFOY 4, | Uriversity of Central Flonida
Contract Type .’}
Contract Class hd|
Sold To a,
Contract 00000045 A

Billling Opticns

I Billimg Busingss Unit UCF]1 3 I
Eill Te
Billing Flan Q
Billing Method ]
Eilling Specialist 1
Blillng Cyeie I6entdier -1

Event Dute 1

Ieveice Dwbe | 1071572019

Streamline Processing Oplions

[ rrocess Milestones
[JProcess Project Progress

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

29.| Ensure Contracts to Billing Interface is checked.

Process Scheduler Request

User ID addyg Rurn Cordrol 10 Process_othars_bilkng_rethods
Server Name v Run Date |10/21/2018 el
Recurrence v Run Time [2:11:37TAM Reset to Current Date/Time
Time Zone Q.

FTP Control Command

Process List
Select Description Process Name Process Type *Type *Format Distribution

I + Cantracts to Billing Interface CA_BI_INTFC IApp\icaticn Engine |Web v || TXT v | Distribution

Cancel

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.

Process Other Billing Methods

Run Control ID Generate_TM_BIIl Report Manager | Process Monitor I

Process Instance: 9735899

Program Name

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

Process List Server List

View Process Request For

User ID addyg Q. Type v |[Last v 1 [Days v

Server ¥ Name @, Instance From Instance To Report Manager
Run Status ¥ Distribution Status Y| ¥ Save On Refresh
Process List Personalize | Find | View All | (2 | E First (4) 1-30f3 (b Last
Select Instance Seq. Process Type Procese Name User Run Date/Time Run Status E{;}E—‘;u“m Details
9735900 Application Engine CA_BI_INTFC addyg 10/21)2019 2:12:02AM EDT Success Posted Detalls

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

34.| Click the Message Log link.

Process Detail
Process
Instance 9735300 Type Application Engine
Name CA_BILINTFC Description Contracts to Billing Interface
Run Status ‘Wamning Distribution Status Posted
Run Update Process
Run Control ID Generate_TM_Bill Hold Request
Location Server Queue Request
Server PSUNX Cancel Request
Delete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 10/21/2019 2:18:10AM EDT Parameters Transfer
Run Anytime After 10/21/2019 2:18:02AM EDT IMessage Log View Locks
Began Process At 10/21/2019 2:18:17AM EDT Batch Timings
Ended Process At 10/21/2018 2:12:26AM EDT View Log/Trace

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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Stepn

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.

Favorites = |

Main Menu - ‘

Top Menu Featy

The menu is noy
on Main Menu t

Highlights

Recently Used
appear under |
menu, located

Breadcrumbs
display your n3|
and give you a
contents of su

Menu Search,
the Main Menu
suppoerts type 4
makes finding
faster.

o o A A I

Search Menu:

Employee Self-Service
Manager Self-Service
Supplier Contracts

Departmental Authorization

r v v v v 4

3

3

)

Standard Billing

Customers
Customer Contracts r
o . B3 Interface Transactiens
Orcler Managemean
03 manage Billing Worksh
Items = =
- i
Suppliers
(=]
Purchasing
G
eProcurement
o 3 Review Billing Informat
Services Procurement
3 Review Processing Re:
8 uUcF Custom
Proposal Management
Biling 3
unts Receivable 4
Accounts Payable 4
Asset Management 4
hd

g B B e e e

Copy Single Bill

Adjust Entire Bill

Adjust Selected Bill Lines
Bill Summary

Change Status of Bills

taged tg Errors

Errors

Supporting Decumentation
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Step | Action

40.| Enter values in the following fields:

a) Business Unit
b) Invoice

Bill Entry
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Search Criteria

Bill Status| = v v
Customer| begins with * Q,
Contract| begins with +
Bills in Business Unit| = v Q
Template Invoice Flag| = A v

Case Sensitive

Clear | Basic Search Q"‘] Save Search Criteria

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.

Header - info 1 Line - indo 1
Unit UCFO1 Invoiey CHOOFMY Protaz Ami SM 00 USD |
Status ROY qQ Envoice Date 0510172018 W Cycie i) MONTHLY -]
. = 1
“Tyoe © L Sowrce CONTRACTS iy “Froquency | Oncoe W
“Cusiomer C L~ ViewAcoty SubCustt SubC stz
N o Foundation (NSF
“invoice Form FXBIWE Q Froen Date 010142019 Lofate LLOSO0MG  [m
Accounting Date " Pay Terms NET 30 ] e
Remil To BOAT Q Bafik Accou!
Sales TM1 o, Bl inquiry Phone 407
Credil CR-CHGO i Colleclor CO
I
Billing Specialist ¢ -} Elilling Authority
e
Galg Header il 2 Address Copy A
Moley Expross Entry Al Page Series
Summary Bl Seach Ling Search Prev Ned
) Save  Relum bo Search 4 | Previous i Lis! | & | Mot in List =] ity » Al
Header - Info 1 | Ling - info 1
W
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Step | Action

43.

To update the payments received, you must put a value in the Paid Reference ficld
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.
displayed on the invoice.

Update the Paid Amount field to reflect the new Paid Amount that you would like

Headet - Info 2

Bill To CH
Hat

Unit LMCFO1
Imvoics CNGOZ9

Pretaz Ami

Paid Reference OR

Paid Amaount

Eniry Typs

Fwdl Balance
Letter of Credit ID
Latter of Cregn Documsent 1D
Cumency Information
Billing Currency |Sg

0

Change Bill Cunency

Ga i Haagar Infs 2
Hutes [Express Entry
Summary Bl Seach

| Previows in List

# Return fo Search

Haaser - Info 1 | Headss - infg 2 | Lins - Inga 1

Exchange Ra

Entry Riason

Hold Usildl Date

Rate Type CRRNT O Source | Table b
Base Cumrency US0 Rate
ABNesE COpY AIBIRES
Anachments Page Series
Line Search Mavigation | Hesder - in W Praw Nt
4| Natin List '] Notify o Refresh Add

Pripunmen] Lodkun

G

Accrue Unidnlled

45.| Click Save. (See image in

previous step.)
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System Navigation for Grants

Step | Action

46.

Misc Info.

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 —

Header -info 1 Line - Infg 1
Unit LCFOY Invodce CHGOPMES

Status RDY %

“Type CE

“Customar CNGH

canee Foundason (MSF]

*Invoice Form FXENNE a

Accousiting Dati 1
Remit To BOA Q

Salkes TR Q

Credit | o,

mng Spocialist BI-CNC %

Gaby Haager Info 2 Addiess

Noles Express Eniry

Sumemary Eall Sarch Line: Saarch
il Save [* Retumn to Search ||| Previous in List

Header - info 1 | Lime - indo 1

S View Aoty

4| Mexiin List

Pratax Al

Invoice Date 05012010

SubC ust

From Date 01012019

Pay Teams NET3)

Bank Acces
Bl Inquiry Phoee
Collector CO

Biling Authonty

Copy Address
Altachments

cal

' o
53000 WSO
W Cyche 1D MOMTHLY a
Q, *FIOQuIENCY | Cace v B
SubCusI?
Lol GLGAT0S

= Redesh I+

Fage Seiies

Prov M

& Aod

47.

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

User 2

Adpusimeni Reason

Golo Linu o 2 Tas
Nates Express Eiry
Summary Bl Seanch Linws Saaich

£ Retum io Search ¥ | Frevious in List

Headed - Info 1 | Line - Indo 1 | Line - Misc info

Summarization Template 10
Summasization Group Type

Summarization Groap i0

Accounting Discourt/Surchange
Page Series
Harvigation [Line - Misc Info | Prov Mot
HexiinList || ZMotly | ¢ Refresh » Ad

Header - infg 1 Ling - infg 1 Ling - Misc inlo
Unit UCFO1 Bill To CHES0003 Pretax Ami 53000 US :
Invoics CHGI29488 Habonal Soands Foundabon Max Rows 5 Bl =
MEF)
Bill Line Find | Vi All First & 1of5 " Lasl
Line 1 £i=
Seq 1 Mt Extended 530.00
Takile [+] Identifier AS_INCURRED Q Description 711000 - Personnal
Stan Date 121152015 I User Ami1 ST355 ';JI
End Date 07312021 & User Date 1 02152016 LY

S Preview Summaiization Temgiste
Q

Q

show on line I only.

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

48.

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

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.

Heades - Infg 1 | Ling - Info 1

240019

Header - info 1 || Line - info 1
Unit LICFO1 Invoice TGOS Pretax Aml K uso !
Platus RDY a, Invwcdi Date O5STARINE W Cych 10 MONTHLY
“Type CG0 a, Source CONTRACTS X *Frequency Once
“Customes CRGH0001 a, A Ay SmbiEst SubCust?
Hatenal Fonrsiation (NSF)
"involce Formi FXEMNWE 1 From Date 01002019 e e
Accounting Date W Pay Terms
Rem#t To BOAY ) Bank Account ACH
Sales TAN1 1 Bill inqueiry Phose 407523
Credit CR-CNG X Colecior
Billing Specialist BI-CHGTD ) Hilling Auihodity
Meirsza Fawecetl
Gofo Headar Info 2 Address Copy Address
Moles Exprerss Eniry Altackeeanis
F— 84 Search [r—
it Save * Ratum 1o Search Pravious in List Wed i List || ] Nowsy

v] B
o
w
Pago Series
Frev  Next
» ADD

50.

Enter a value in the Ship ID field that will display in the Schedule No field of the

FXBI103X invoice.

= T T
Header - Info 1 || Header - Order Info || Line - Info 1
Unit UCFD1 Bill To CNGE0002 Pretax Amt 4202034 USD =
Invoice TMP-00040033 Cffice of Naval Research (ONR)
PQ Ref Freight Terms Q.
Contract 0000006410 Q Ship Via Q
Contract Date El Bill of Lading CRABBS
Contract Type CNG PK Slip No
OM Bus Unit Q Sold To CNG50002 Q
Order No Q Sold Loc 1a
Order Date [ Ship To Q
Ship Bus Unit Ship Loc a,
Ship ID 26
Go o Header Info 2 Address Copy Address
Nates Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation | Header - Order Info M Prev  Next
Iij Save I.gf‘ Return to Search =] Motify || &% Refresh
Header - Info 1 | Header - Qrder Info | Line - Info 1

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.

Header - Info 1 Line - Info 1
Unit UCFD1 Invoice TMP-00039722 Pretax Amt 5,100.00 USD D rl
Status TMR Q, Invoice Date 03/15/201% [ Cycle ID CGFB Q
“Type CGO Q Source CONTRACTS Q *Frequency | Once v [E]
*Customer CNG51377 Q. - View Activity SubCust1 SubCust2

Qrange County Go

oment

“Invoice Form FXE| Q From Date 02/01/201% E] To Date 02/2 ERE
Accounting Date Ei] Pay Terms NET30 Q Pay Method | Check v E\_ll
Remit To BOA1 a, Bank Account ACH Q
Sales TM3 Q Bill Inquiry Phone |407-823-3778 Q
Credit CR-RFDD1 Q Collector CO-CNG10 Q
Billing Specialist BI-CNG10 a Billing Authority Q
Melissa Fawcett
Gofo Header Info 2 Address Copy Address
Motes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation | Header - Info 1 v Prev  Next

[§lsave ||Eh Return to Search [=] Notify || & Refresh

Header - Info 1 | Line - Info 1

(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:

Sten | Action

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

Worksheet.

\gﬁ UCF Financials

Update Billing Worksheet I

Review Contract/Project Bills

Letter of Credit Summary
Process Worksheet Approval

Process Worksheet Delete

Allocations L4 |

Favorites ~ | Main Menu =
Search Menu:
Top Menu Featy @ a2
E
O Employee Self-Service >
The menuis no| —  Manager Seif-Service ¥ lin
Menu to getsta] (] Supplier Contracts 3
Highlights O3 Departmental Authorization >
8  customer: »
Recently Used Customers
appear undertl [0 Customer Contracts 4
menu, located
83 Order Management 3
0O tems 3
8 suppliers 3
o= 3
Breadcrumbs urehasing
your navigation| (1 eProcurement rE
you access to 01 service - _— N
subfolders Services Procureme
0O Grants 4
80 Project Costing >
O3 Proposal Management L2
Menu Search, e o o — N 1
Main Menu, noj &1 Biling & Iransactions
ahead which | =y 5000t Receivabie | & 2 Billing 'Worksh i
pages much fa: - ; i Ej
] unts Payable B3 Maintain Bills
L Asset Management B Generate Invoices B
81 Banking 83 Locate Bills ‘j
3 Cash Management 03 Review Billing Informa B
£ commitment Control [ Review Processing Results 4
3 General Ledger 83 UCF custom 3
=

2. | Click the Set Filter Options link.

Worksheet Headers Line Details
Business Unit
To change your search criteria, click Set Filter Options. Set Filter Options
Header Level Detail
Contract Project Letter of CreditID LOC DoclD

Pretax Invoice Amount Currency

0.000

Search
Personalize | Find | View Al | (2 | Q First (4) 10f1 (3 Last
Add To Bill Billing Worksheet Header Info 1

Q &

Grants — Process Billing
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3. | Enter the Business Unit.
Filter Options
Help
Enter your search criteria, then click the Search butfon to display new results.
I"Busmess Unit UCFO1 QI
Bill To Customer From Q Through Q
Accounting Date From El Through [
Invoice Date From [+ Through [5)
Billing Type From Q Through Q
Bill Source From &} Through Q
Contract Type From Q Through a
Contract From &} Through Q
Project From Q Through Q
Billing Specialist From Q Through Q
Billing Worksheet From aQ Through aQ
Letter of Credit From &} Through aQ
LOC Doc ID From Q, Through Q
Pretax Invoice Amt From Through
Added Within Days
Date Added From [ Through Bl
User 1 From Through
Include Approve Later Bills
Include Delete Later Bills
Save Search Clear Search Return
4. | Click Search. (See image in previous step.)
5. | Select the checkbox next to the Line item that will be billed.
e T
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 14 0f56 (b Last
Contract Project jEter of Credit 1 o pocID  Pretax Invoice Amount  Currency Add To Bill Billing Workshest Header Info 1
0000007501 N 100.00 USD Q, TMP-00D41570 o
0000006327 ASA 14100099 33.00 USD Q, TMP-00D41569 ES
0000007146 1.00 USD Q, TMP-00D41558 ES
CONVD01621 31,587.21 USD Q, TMP-00D40070 o
#select O peselect
Approve Later Delete Now Delete Later
Goto. Manage Centract/Project Bills Letter of Credit Summary
[E]save ||[=] Notify || Refresh
Worksheet Headers | Line Details
6. | Click Approve Now. (See image in previous step.)
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7.

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

Favorites |

MainMenu ‘

Top Menu Feat

The menu is noy
Menu to get sta

Highlights

Recently Use:
appear under t
menu, located

Breadcrumbs
your navigation
you access tof
subfolders

Menu Search,
Main Menu, nof
ahead which m|
pages much fa

Search Menu:

Employee Seif-Service
Manager Self-Service
Supplier Contracts

Departmental Authorization

Custy ntracts

Order Management
tems

Suppliers
Purchasing

eFrocurement

Services Procurement

Single Action Invoice |

Print Pro Forma
Letter of Credit Pro Forma
Letter of Credit

Reprint Invoices

pcroroorooorooroopropoporooropopoDro

Billing &a »
o »
G 13
A nent =] O Hon-Sonsolidated 5]
Asset Management i
B i} 0O Reports E]
Banking B
Cash Management & Billing Informati{ ' Reproduce Reports o
Commitment Contrel 8 Review Processing Results 3 g
General Ledger & ucF custom »
Allocations 1y ‘

Enter the Run Control ID (user defined).

Single Action Invoice

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

Find an Existing Value Add a New Value

Search Criteria

Run Control ID| begins with :

Case Sensitive

= -
Search Clear | Basic Search 2 Save Search Criteria

values

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

instead.

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

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

Single Action Invoice || Print Options

Run Control ID CAEV_ALL Repart Manager Process Manitor Run
Language | English v ® Specified Language Recipient's Language
Selection Parameters Find | View All First (4) 10f1 (b Last
¥ [=
SeqNbr 1 [+ =]

Invoice Date Option

% processing Date
User Defined

Posting Action

Do Not Post *® Batch Standard

Range Selection

= Al Invoice ID
Bill Cycle CustID
Date Bill Added Bill Type
Range ID Bill Source

Public Voucher Number

Iﬁﬂsave I [Eh Return to Search | |[=] Nofify Ek Add

Single Action Invoice | Print Options

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.

Process Scheduler Request
e zone by
FTP Control Command

Process List
Select Description Process Name Process Type ~Type “Format Distribution
Billing Currency Conversion BICURCNV Application Engine Web v || TXT v | Distribution
Generate AP Vouchers BIGNAPO1 SQR Report Web v || PDF v | Distribution
Pre-process & Finalization BIIVC000 Application Engine Web v | [ TXT v | Distribution
Single Action Invoice BIJOBO3 PSJob (None) v || (None) v | Distribution
Single Action w/ Comm Cntl BIJOBO3K PSJob (None) v || (None) v | Distribution
Load AR Pending Items BILDARO1 SQR Report Web v || PDF v | Distribution
Billing Pre-Load Process BIPRELD Application Engine Web v || TXT v | Distribution
Comm. Cntrl. Budget Processor FS_BP Application Engine Web v || TXT v | Distribution
| v FXBIALLI All Sngl Action Inv | FXBIALLI PSJob (None) v |[(None) v | Distribution
FXBI_UTI UTL Generic/Conversn FXBI_UTI PSJob (None) v || (None) v | Distribution
FXUTLSFI FSBO UTL Sngl Act FXUTLSFI PSJob (None) v || (None) v | Distribution

Cancel
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14.

Click OKk. (See image in previous step.)

15.

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

Server List

Process List

View Process Request For

User ID addyg Q, Type v
Server v Name Q
Run Status v Distribution Status

Process List

Select Instance Seq. Process Type

4735538 PSJob FXBIALLI

Last

Instance From

Process Name User

addyg

v

¥ | ¥ save On Refresh

Personalize | Find | View Al | (2 | First

Run Date/Time

10/15/2019 8:24:08AM EDT

Days A

Instance To

Report Manager

4 150f5 () Last

Distribution .
Run Status Status Details

Success Fosting Details

Grants — Process Billing
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V1. 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:

Stepn

Action

1.

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

{\gﬁ UCF Financials 23 B Advanced Search [ Last Search ResultsyUCF | H
Favorites + | Main Menu ‘
Search Menu:
Top Menu Featy
3 Employee Self-Service
The menu is noy —  Manager Self-Service
Main Menutog 3  supplier Contracts
Highlights 3  Departmental Authorization
B Customer:
Recently Used Customers
appear under tf L3 Customer Contracts
menu, located & »
83 Order Management
[5=] I.J Update Billing ‘Worksheet I
0 items
=] ._1 Review Contract/Praject Bills
03 suppliers
[5=] ._1 Letter of Jit Summary
Bread. b 3 Purchasing
Sreadcrumbs =] ._'] ksheet Approval
display yournal J  eProcurement El
&) " q Informat Worksheet Delete
and give youag ) Services Procurement W Billing Informa b
contents of sul £3  Review Proce Resus N
5 Grants eview Processing Results
&= Cusf 3
£ Project Costing UCF Custom
L3 Proposal Management
Menu Search, e ’ g
the Main Menu| = Biling 3
type ahead whi Accounts Receivable 4
finding pages n
4 unts Payable »
3 Asset Management 3
3 Banking »
3 Cash Management »
08 commitment Control »
3 General Ledger 3
-

Click the Set Filter Options link. A dialog box displays.

Worksheet Headers Line Details

Business Unit

To change your search criteria, click Set Fiter Options. Search
Header Level Detail Personalize | Fi
Confract Project Letter of Credit ID LOC Doc ID Pretax Invoice Amount  Curmrency Add To Bill
0.000 Q
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3. | Enter values in the following fields:
a) Business Unit
b) Letter of Credit
Filter Options
Help
Enter your search criteria, then click the Search button to display new results.
*Business Unit | Q
Bill To Customer From Q Through Q
Accounting Date From Eﬂ Through E{J
Invoice Date From £l Through 31
Billing Type From Q Through Q
Bill Source From Q Through Q,
Contract Type From Q Through Q
Contract From a, Through Q
Project From Q Through Q
Billing Specialist From Q Through Q
Billing Worksheet From Q Through QQ
Letter of Credit From Q I Through Q
LOC Doc ID From Q, Through Q
Pretax Invoice Amt From Through
Added Within Days
Date Added From E Through B
User 1 From Through
Include Approve Later Bills
Include Delete Later Bills
Save Search Clear Search Return
4. | Click Search. (See image in previous step.)
5. | Select the checkbox next to the line item that will be billed.
Worksheet Headers Line Details
Business Unit UCFO1
To change your search criteria, click Set Filter Options. {Eet Filter Gpfionst Search
Header Level Detail Personalize | Find | View All | &2 | [ First (4. 1-4 0f 56 » Last
Contract Project ‘LDe“"E’ ofCredi® |} o nociD  Pretax Invoice Amount | Cumency Add To Bill Billing Worksheet Header Info 1
0000007501 100.00 USD @ TMP-DDO4157D &
0000006327 ASA 14100098 3300 USD @ TMP-DD041569 )
0000007146 1.00 USD @ TMP-D0041558 &2
CONV0D1821 31,597.21 USD @ TMP-D0040070 &5
[#select an O peselect Al
Approve Later Delete Now Delete Later
6. | Click Approve Now. (See image in previous step.)
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Stepn

Action

7.

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

& UCF Financials = Search ResultsyUCF | Home | Workist | Performanc]
Favories > | | MainMenu |
Search Menu: A
Top Menu Featy @ N
8 employee selr-Service 4
The menuis no| =  Manager Sel-Service 3
MainMenutog (0 suppiier Contracts »
Highlights O Departmental Authorization >
Recently Used ) Customers ’
appear undertl (3 Customer Coniracts r
menu, located { 0 Interface T B U
3 Order Management Inierface Transaciions
e g Workshes »
W i g Worksheet
© Maintain Bills >
8  suppliers = 3 ot
& ptsi 1 Generate Invoices O fonConsoiidated d Single Action Invoice
Breadcrumbs = : & (GEEHE 1 Reports & print Pro Forma
display your na| 2 Locaie Bl -
¥ . e ce Rey IE Lef it
and give you a{ 03 ReviewBiling Informat{ = Reproduce Reports j PLESIORI B R O
ontents of suy 03 Review Processing Results v B tetterof creat
o B UCF Cusiom i E  reprintinvoices
£ Pr Wnage
Menu Search,| | Topesal Managament
the Main Menu| &3 Biling 3
type ahead whi s Recelvanle >
finding pages n
=] s Payable »
3 Asset Management »
3  Banking >
& Cash Management v
©3 commitment Control v
3 General Ledger v
-

Click the Add a New Value tab.

Letter of Credit

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

Enter the Run Control ID (user defined).

Letter of Credit

Find an Existing Walue || Add a MNew Value

Run Control IDfLetter_of credi 4 |

10.

Click Add. (See image in previous step.)
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Sten | Action

11.| Set up the run control as follows:

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

Letter of Credit Report

Run Control ID Lette Repart Manager

Language Eng

®) Specified Language

] Print Details O Export Ta File

Selection Parameters

Sequence

Process Monitor

O Recipient’s Language

Find | Vi

ey Al Fest 'Y 10of1

¢ Last

+1[=

Fange Selection

I Letter of Credit ID | 14010001

w _LI

Oan
® Letter of Credit ID
O Sponsor

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

13.| Ensure BIJOBF50 is checked.

Process Scheduler Request

User ID addyg Run Control ID

Server Name § Run Date 10/

52019
Recurrence Run Time 3:34:23AM
Time Zone

FTP Control Command

Process List
Select Description

E

Process Name
BIJOBPED

Process Type
| Psuon

Proforma & Print

Cancel

CAEV_ALL

]

*Type
(Mane)

Reset to Current Date/Time

*Format Distribution

¥ || (None) v | Distribution

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

15.| Click the Process Monitor link.

Letter of Credit Report

Run Control I Letter_of creds

Language |Englsh |

® Specified Language

Report Manager | Process Monitor

Run

) Recipient's Language

Grants — Process Billing

Course 4 — Unit 3, Page 62




@ UCF Financials

Al System Navigation for Grants

Step | Action

16.

Click Refresh to ensure the Run Status of the process displays Success.

Process List || Server List

View Process Request For

User ID addyg Q Type v
Server: Y Name Q
Run Status o Distribution Status

Process List

Select Instance Seq. Process Type

9735552 PSJob BIJOBF50

Last

Process Name User

addyg

Instance From

v

Distribution
Run Date/Time Run Status Status Details
10/15/2019 8:49:26AM EDT Success Posted Details

v 1 Days v

Instance To Report Manager

¥/ Save On Refresh

Personalize | Find | View All | (2] | —; First (4 160f6 » Last

Grants - Process Billing
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VIl. 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:

Stepn

Action

1.

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

Favorites ~ ‘

Main Menu -

Top Menu Featy

The menu is noy
Menu to get stal

Highlights

Recently Used
appear under t
menu, located

Breadcrumbs
your navigation
you access to
subfolders

Menu Search,
Main Menu, no
ahead which m
pages much fa

Search Menu:

O o o o O O O O I O O

Employee Self-Service
Manager Self-Service
Supplier Contracts
Departmental Authorization
Customers

Customer Contracts

Order Management

ltems
Suppliers
Purchasing

eProcurement
Services Procurement
Grants

Project Costing
Proposal Management
Billing

Accounts Receivable

ccounts Payable

Assef Management

Banking

Cash Management

‘Commitment Control
General Ledger

Allocations

Set Up Financials/Supply Chain

Enterprise Components

r ¥ ¥ ¥Y YT T v T rrTrYyrTTTYToTYTTwrwowowv vy ovrowrowow v

Worklist

Tree Manager

Reporting Tools

PeopleTools o
My UCF Profile =

Portal

Process Scheduler

3
I E  Process Monitor I

My Personalizations

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

Process List || Server List
View Process Request For
User IDaddya Q Type v | |Last v 1 | Days v Refresh
Server v Mame G, Instance From Instance To Report Manager
Run Status v Distribution Status ¥ | ¥ save On Refresh
Process List Personalize | Find | View All | (2 | E First (4) 160f6 (p) Last
Select Instance  Seq. Process Type Process Name User  Run DaterTime RunStatus  grproution Details
9735552 PSJob BIJOBF50 addyg 19 5:49:26AM EDT Waming Posted Details
0735540 PS.ob BLIOBPSD addyg 19 8:34:23AM EDT Fosted Dietails
9735538 PSJob FXBIALLI addyg 9 Posted Details
9735526 Application Engine CA_BI_INTFC Jaddyg % 4:54:.01PM EDT Wamning Posted Details
9735525 Application Engine CA_BI_INTFC |addya 19 4°2552PM EDT Warning Postad Details
9735436 Application Engine CA_BI_INTFC Jaddyg 19 9:05:38AM EDT Warmning Posted Details
3. | Click the Message Log link. A dialog box opens
Process Detail
Help
Process
Instance 9735526 Type Application Engine
Name CA_BI_INTFC Description Caontracts to Billing Interface
Run Status Waming Distribution Status Posted
Run Update Process

Run Control ID Hold Request
Location Server Queue Request

Cancel Request

Delete Request

Server PSUNX

Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 1 19 4:55:37PM EDT Parameters Transfer
Run Anytime After 10 19 4:54:01 “iew Locks

Began Process At 1
Ended Process At 10/14/

19 4:55:44PM EDT Batch Timings
19 4:55:48PM EDT View Log/Mrace

4. | Note the INTFC _ID in the log.

5. | Click Return.

6. | Click OK. (See image in step 3.)
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7. | Navigate to Main Menu > Billing > Interface Transactions > Correct Interface

Favorites ~ ‘ Main Menu - | > PeopleTools ~ > Process Scheduler > Process Monitor
Search Menu:
Process List @
View Process N
=} Employee Seli-Service 4
UseriDadd] (3 Manager Self-Service v fast hd 1 |Days hd Refresh
Server =] Supplier Contracts »+ |Instance From Instance To Report Manager
Run Status O Departmental Authorization 4 ¥ | ¥ save On Refresh
O customers 3
Process List | (3 Customer Contracts 4 Personalize | Find | View All | (& | E First (4) 160f6 (¢ Last
Select Instance | ) Order Management b user Run Date/Time Run Status E;:SSMWH Details
=] »
0735652 frems addyg 9 8:42:26AM EDT Warning Posted Details
& suppliers 4
. - acdyg :34:23AM EDT Success  Posted Detalls
Purchasing 4
o) - . . ) addyg 9 8:24:08AM EDT Su S Posted Details
eProcuremen
B seni P R addyg 10/14/2019 4:54:01PM EDT Warning Posted Details
ervices Procurement
B3 Granss N addyg 9 4:25:52PM EDT Warning Posted Details
0735436 | 4 Project Costing » |addya 10/14/2019 9:05:33AM EDT Wamning Posted Details
& Proposal Management 4
B3 Biling [ G Review Pending Transactions
1 Accounts Receivable 3 Manage Billing W E] Update Pending Transactions
3 Accounts Payable 3 Maintain Bills [E Process Billing Interface
Hlsave |[Z1N O3  Asset Management O Gensrais Invaices [ Sreale gpart
3 Bankin 03 Locate Bils [5] corectintertace Errors
Process List | Sery ing = -
£33 Cash Management (3 Review Billing Informati Review Interface Completions
1 Commitment Control 83 Review Processing Re: B Mass Update Interface Errors
(3 General Ledger O ucF custom 4 ‘
O Alocations 4

8. | Enter the INTFC_ID.

Review Interface - Errors

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

Find an Existing Value

Search Criteria

Interface ID

n
-
p—

[E5EY |

nterface Line Number| = v
Transaction Type| = v A

Transaction Type Seq| = v
Error Status| = v A

Business Unit| begins with +
Customer| begins with -

Bill Source| begins with -

Bill Type |dentifier| begins with *

Clear | Basic Search [ Save Search Criteria

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

Trow.
= N .
Search Clear | Basic Search & Save Search Criteria
Search Results
View All
Interface  Interface Line Transaction Transaction Type Error Business " Bill Type
1D Number Type Seq Status Unit SEELE e Identifier
7510 58 Charge 1 Errin Row JUCFD1 CNG51065 CONTRACTS CGO
7610 69 Charge Errin Row JUCFD1 CNG51065 CONTRACTS CGD
7810 70 Charge Errin Row JUCFO1 CNG51065 CONTRACTS CGO
7610 71 Charge Errin Row JUCFD1 CNGE1065 CONTRACTS CGD
7810 72 Charge Errin Row JUCFD1 CNGE1065 CONTRACTS CGO
7610 3 Charge Errin Row JUCFD1 CNG51065 CONTRACTS CGD
7610 T4 Charge Errin Row JUCFD1 CNGE1065 CONTRACTS CGO
7610 75 Charge Errin Row JUCFO1 CNG51065 CONTRACTS CGO

Grants — Process Billing Course 4 — Unit 3, Page 67



@ UCF Financials

Al System Navigation for Grants

Step | Action

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.

11.

Favortes - |  MainMenu ~ > Biling~ > Interface Transactions ~ > Correct Interface Emors [
Nl
Bl rce
Interface ID 7610 Line Number &5 Transaction Type LINE seqgNum 1
LoadStatus ERR 0502 Ermorin PS_INTFC_BI_A Process Instance 9727206
Business Unit UCFD1 Customer GL Business Unit UCFO1
Header Fields Key Letter of Credit ID
Header Fields Bill By Letter of Credit Document ID
Adjust Trans Type Sequence Number’
Create New Bill: Sold To Customer CNG51085 Q
Temporary Bill: @ Sold To Address Seq Number 1Q
Entry Type Q PC Bus Unit|UCFO1 |@
Entry Reason Q Project 16205133 Q
Entry Event aQ Activity GRANT Q
*Business Unit UCFOT |Q Source Type Q
GL Business Unit UG Category[SALRY |@
Customer ID[CNG51065 Q Subcategory Q
Bill To Location 1Q Analysis Type[BIL_|Q
Number of Copies| 1 Billing Plan 1D (8102
Contact Seq Number =8 Bill Plan Line Number
Name Event Occurrence
InterUnit Bill: Cross Reference Seq Number
Business Unit To Q Prepaid Add Sequence
Direct Invoicing: Transaction ID[12672631
Range Selection ID CAS727304 PC Distribution Status| |
Bill Source CONTRACTS |Q Rate Effective Date [
Bill Type £G0 |Q Activity Type
Billing Cycle ID MONTHLY | Distribution Configuration
Bill By ID GM Q Product Kit Number
Pay Method Q system Source PBI_|Q
Payment Terms ID NET30 |@_ Empl ID
Bank Code Q
Bank Account aQ Start Date [
Billing Currency USD End Date [
Base Currency USD From Date 04/ &
Exchange Rate Type CRRNT @ To Date 04 ElE)
Rate Multiplier Service Customer ID Q
ddzace Mumby

Billing Interface - 1 illing Interface - 1

Interface ID 7610 Line Number &g

Billing Interface - 1| Billing Interface - 1

Business Unit UCFD1

Process Instance 9727806

Accounting and Discount/Surcharge Entries Personalize | Find | & | Q First (4 10of1 (» Last

Transaction Type SeqNum  Type LoadStatus Error Status || Description Eﬁi’ti"“s

AE Unbiled AcctReceivables ¥ | ERR :’l‘"a”” Proiectl nvaiia Project ID ucFo1 @
5

[§l8ave ||[&h Retumn to Search 4= NextinList ||[=] Notify

12.| Click Save.

[gt Return to Search

Billing Interface - 1 | Billing Interface - 1

4=| MWextin List =7 Notify

13.

Continue making updates to all transactions identified.

14.
identified above.

After fixing the error, process the Billing Interface using the same INTFC_ID

15.

Validate results by checking for interface errors one more time.
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VIIl. 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:

Sten

Action

1.

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

Favorites v ‘

Main Menu  ~

Top Menu Featy

The menu is noy
Menu to get stal

Highlights

Recently Used
appear under t
menu, lecated

Breadcrumbs
your navigation
you access to i
subfolders

Menu Search,
Main Menu, no
ahead which m
pages much fa;

Search Menu:

e O O O O O O O I

Employee Self-Service
Manager Self-Service

Supplier Contracts

Deparimental Authorization

Customers

Customer Contracts
Order Management
Items

Suppliers

Purchasing
eProcurement
Services Procurement
Grants

Project Costing
Proposal Management
Billing

Accounts Receivable
Accounts Payable
Asset Management
Banking

Cash Management
Commitment Control
General Ledger

Allocafions

Set Up Financials/Supply Chain

Enterprise Components
Worklist
Tree Manager

Reporting Tocls

| ]

r T T Yy Y YT T YT YT YTTTOTYTYTYTTe ¥y vyrororowyovrovo v

PeopleTools

My UCF Profile

|

feduien I-_] Process Monitor

My Personalizations
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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.

Server List

Process List

View Process Request For

User ID @ddyg Q, Type v || Last v 1| [Days v Refresh
Server M Name Q@ Instance From Instance To Repart Manager
Run Status v Distribution Status ¥ | #I save On Refresh
Process List Personalize | Find | View All | (2] E First (4) 1-50f5 (») Last
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status Eé:mgumn Details
9735552 PSJob BIJOBF&0 addyg 19 54926AM EDT Warning Posted Details
9735549 PSJob BIJOBPS0 addyg 19 8:34:23AM EDT Success Posted Details
9735538 PSJob FXBIALLI addyg 8:24.08AM EDT Success Posted Details
9735526 Application Enging CA_BI_INTFC faddyg 10/14/2019 4:54:01PM EDT Warning Posted
8735525 Application Enging CA _BI_INTFC Jaddyg 10/14/2019 4:25:52FPM EDT WWaming Posted
3. | Click Message Log.
Process Detail
Help
Process
Instance 9735526 Type Application Enging
Name CA_BI_INTFC Description Contracts to Billing Interface
Run Status Warning Distribution Status Posted
Run Update Process

Run Control ID CAEV_ALL
Location Server
Server PSUNX

Recurrence

Date/Time

Request Created On 10/14/.
Run Anytime After 10/14/201
Began Process At 10714201

Ended Process At 10/14/201

9 4

19 4:55:37PM EDT

01PM EDT

9 4:55:44PM EDT
9 4:55:483PM EDT

Hold Request
Queue Request
Cancel Request
Delete Request
Re-send Content

Actions

Transfer

Parameters

Wiew Locks

Batch Timings

View Log/Trace

QK Cancel

Restart Request

Find a row that reads “XX row(s) were inserted into PS_ INTFC_BI with an
INTFC_ID of XXXX".

Note the INTFC_ID in the log.
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Stepn

Action

6.

Navigate to Main Menu > Billing > Interface Transactions > Mass Update

Interface Errors.

Favorites ~ ‘ Main Menu - ‘ > PeopleTools ~ > Process Scheduler ~ > Process Monitor
Search Menu:
Process List @
View P N
lew Frocess & Employee Self-Service »
UseriD@add] (3 Manager Selt-Service » Last hd 1 | Days hd Refresh
Server| & Supplier Contracts » |Instance From Instance To Report Manager
Run Status O Deparimental Authorization 4 ¥ | ¥ save On Refresh
8O customers 4
Process List | 3 Customer Contracts 3 Personalize | Find | View Al | (2 | E First (4) 1-50f5 (» Last
Select Instance | 1 Order Management ¥ luser Run Date/Time Run Status Et‘:mb"m" Details
5] »
- flems addyg  10/15/2019 542:26AM EDT Warning Posted Details
Suppliers 4
- o addyg JAM EDT Success Posted Details
Purchasing 4
= - addyg 24:08AM EDT Success Posted Details
eProcurement 4
O seni e , addyg  10/14/2019 4:54:01PM EDT Warning Posted Details
ervices Procurement
B Grants N addyg (14/201% 4:25:52PM EDT ing Posted Details
i} Project Costing 4
& Proposal Management »
O3 Biling 3 Interface Transactions B Review Pending Transactions
03 Accounts Receivable 3 manage Billing Worksh El Update Pending Transactions
[Fsave =N 03 Accounts Payable O Maintain Bills 5 erocess giling Interface
Process List | Seny 3 Asset Management 8 Generate Invoices B create Bing nirc Repor
- B 03 Banking B3 Locate Bills = corect Interface Ermars
3 cash Management 2 Review Billing Informati Review Interface Completions
B3 Commitment Control 2 Review Processing Re: B Mass Update Interface Errors
£ General Ledger 3 UCF Custom v |
O Allocations 4 ‘
7. | Enter the INTFC_ID.
Mass Update
Search Filters
Contract Details
vaid Bi v
Error Status | Invalid Bill Contract ID
Interface IDI ?sa?h Contracts Business Unit a
Customer Q Contract Type Q
Business Unit Q Project Detail
PC Business Unit a
Billing Specialist (&}
Project ID
o
Interface Records In Error Personalize | Find | ViewAll | G| B First (€ 10f1 (b Last
Error Code Error Status Error Count
Invalid Bill Type 1

Click Apply Filter.

(See image in previous step.)
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Step | Action

9. | Select the lines to be updated.

Error Values Personalize | Find | View All | (1| [& First (4) 10f1 (») Last
Business Unit SetlD Original Bill Type Bill Type Amount Cu?r!lrilr;?r Error Count
D UCFO1 UCFD1 CGo aQ, 100.00 UsD 1
¥ Select Al Deselect Al
Update Values *Fields are updated with blank values if not user specified
@ Return to Error Summary

10.| Enter the appropriate value.

11.| Click the Update Values button.

| Update Values | *Fields are updated with blank values if not user specified

@ Return to Error Summary
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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.

Favorites ‘ Main Menu  «

Search Menu:

Project Definitions 4
Top Menu Featy y Definitions »
_ Transaction Definitions 4
Employee Self-Service
o Budgeting 4
The menu is nol Manager Self-Service cost Collsction .
Main Menu to g Supplier Contracts costeolecto 5 Rereves ]
Ravenue Collection Retrieve Billing ltems
- o Authoriza
Highlights :snar‘nenlal. \uthorizai nteractve Senorte PP ——
Recently Used Customers Review Costs ' Adjustments from Receivables

appear under
menu, lecated Accounting 3
Order Management

Third Party Integration »
ltems
Utilities L4
Suppliers
»
Purchasing

Breadcrumbs
display your nal
and give you a
contents of sul

eFrocurement

e o e e A L e o T

Services Procurement

Grants

Project Costing

Pr Manage:
Menu Search, oposal Management
the Main Menu
type ahead whi
finding pages n|

Billing

Banking

I o A o O A i R

Cash Management
-

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

Retrieve Billing Items

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

Search by: Run Control ID begins with :

Case Sensitive

Acl'-,-a"ced Search

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]

d) Date Option [All]

c) Business Unit (field displays when Business Unit is selected in Option field)

Retrieve Billing ltems

UserID addyg Run Control ID' Single Action Invoice Process Monitor fun
Program Name FC Bl TO PC IDrocess Frequency | Always v I
Run Control Options Find | View All First (4) 10of1 (b Last
|‘0pllon Business Unit M | Request Number 1 Transaction Detai =

I Business Unit UCFO1 |Q I I‘Date Option | All

M I

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

Check Billing to Projects. Click OK.

Process Scheduler Request

|

Cancel

User ID addyg Run Control ID Single Action Invoice
Server Name M Run Date [10/15/2019 B
Recurrence v Run Time 247 14AM Reset to Current Date/Time
Time Zone Q,
FTP Control Command

Process List

Select Description Process Name Process Type *Type *Format Distribution
I ] Billing to Projects I PC_BI_TO_PC Application Engine | Web ¥ || TXT ¥ | Distribution

Click the Process Monitor link.

Retrieve Billing ltems

User ID addyg Run Control ID Single Action Invoice

Process Monitar )

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

Process List Server List
View Process Request For
User ID addyg Q Type v || Last v 1 |Days
Server ¥ Name Q_ Instance From Instance To
Run Status Y Distribution Status Y| ¥ save On Refresh
Process List Personalize | Find | View All | (2 | [E3
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status
9735567 Application Engine PC_BI_TO_PC addyg 10/15/2019 9:47:14AM EDT Success

Report Manager

First (4) 160f6 (») Last
pistribution

Status Details
Posted Details
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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:

Sten | 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”:
e “Section I. Generate Cost Reimbursable Bills”
e “Section II. Generate LOC Bills”
e “Section III. Generate an Event Bill”
e “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.

Favorites ~ ‘

Main Menu  ~

Top Menu Featy

The menu is noy
Menu to get stal

Highlights

Recently Used
appear under t
menu, located

Breadcrumbs
your navigation|
you access to i)
subfolders

Menu Search,
Main Menu, no
ahead which m
pages much fa:

Search Menu:

(o O O O I I ) B

Employee Self-Service
Manager Self-Service
Supplier Contracts
Departmental Authorization
Customers

Customer Contracts
QOrder Management
Items

Suppliers

Purchasing
eProcurement
Services Pracurement
Granis

Project Costing

Proposal Management

||

P e

3

Billing

Asset Management
Banking
Cash Management

Commitment Control

(I o O I A R O

General Ledger

Interface Transactions

.l

—— Billing Worksheet
Manage Billing Worksh| Update Biling Workshest I
Maintain Bils Review Contract/Project Bills
Generate Invoices Letter of Credit Summary

Locate Bills

[ () ) f [y

Review Billing Informat

orksheet Approval

orksheet Delete

Review Processing Results
UCF Custom

3

3

Allocations

3
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Stepn

Action

5.

Click Set Filter Options. A dialog box displays.

Worksheet Headers

Business Unit

Line Details

To change your search criteria, click Set Filter Options. Search
Header Level Detail Personali
6. | Enter the Business Unit.
Filter Options
Help
} Enter your search criteria, the: rch button o display new resulis.
*Business Uml:Q

Bill To Customer From Q Through Q

Accounting Date From El Through Bl

Invoice Date From El Through 5

Billing Type From Q Through Q

Bill Source From Q Through Q

Contract Type From a Through Q
Contract From Q, Through Q,

Project From Q, Through Q,

Billing Specialist From Q Through Q
Billing Worksheet From Q Through Q

Letter of Credit From Q Through Q

LOC Doc ID From Q, Through Q,

Pretax Invoice Amt From Through
Added Within Days
Date Added From B Through i
User 1 From Through
Include Approve Later Bills
Include Delete Later Bills
Save Search Clear Search Return

Click Search. (See image in previous step.)

Click the line of the TMP link of the correct TMP Billing Worksheet.

Worksheet Headers || Line Details

Business Unit UCFO1

Header Level Detail
Contracta Project

0000005002

0000005045

0000005058

0000005179

¥select Al

Approve Now

Manage Contract/Project Bills

Deselect All

Approve Later

Notify ||#3 Refresh

Worksheet Headers | Line Details

To change your search criteria, click Set Fliter Options.

Letter of Credit D LOC Doc ID

Set Filter Options

Pretax Invoice Amount  Currency
1,976.73 USD
16,309.26 USD
3,409.57 USD
5,40219 USD

Delete Now Delete Later

Letter of Credit Summary

Search
Personalize | Find | View All | &0 | [
Add To Bill Billing Worksheeta
@ TMP-DD040055

@, TMP-00040056

Q, TMP-00040063

Q  TMP-00040064

First 4’ 140f55 » Last

Header Info 1

g}ag,ugu.
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.
Sten | Action
9. | Click the Address link.
Header - Info 1 Line - Info 1
Unit UCFD1 Invoice TMP-00040055 Pretax Amt E
Status TMR Q Invoice Date |04/04/2019 ] Cycle ID CGMTH25 Q
*Type CGO Q Source CONTRACTS Q *Frequency | Once v (5]
*Customer CNG50354 Q ~View Activity SubCust1 SubCust2
*Invoice Form F. Q From Date 03/01/201% [ To Date 03/2172019 |5
Accounting Date Pay Terms NET30 Q Pay Method | Electronic Fund Transfer =)
Remit To BOAT aQ Bank Account ACH aQ
Sales TM1 Q Bill Inquiry Phone 407-823-3778 Q,
Credit CR-CNGO1 Q Collector CO-CNG13 Q
Billing Specialist BI-CNG13 a, Billing Authority Q,
Nagy Youssef
Go to: Header Info 2 Copy Address
MNotes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation | Header - Info 1 M Prev  Next
[§save ||Er Returnto Search [=] Notify || Refresh
Header - Info 1 | Line - Info 1
10.| Verify the following:
a) Attention To
. . . .
b) Invoice Media [Email Invoice as Attachment]
Header - Info 1 Address Info Line - Info 1
Unit UCFD1 Bill To CNGE0354 Pretax Amt 1,976.73 UsSD
Invoice TMP-00040055 US Department of Education
Attention To 121Q, Contact Name Terry Jackson
*Location 2Q, Number of Copies 1
Language Code ENG I *Invoice Media | Email Invoice as Attachment
Email Address Libby Kohimeyer@ucfedu
Country USA  United States
Address 1 Department of Education Building
Address 2 400 Maryland Ave, SW
City ‘Washington
County Postal 20202
State DC Digtrict of Columbia
11.| Click the Worksheet link to process the bill.
Goto Header Info 2 Address Copy Address
Notes Express Entry | worksheet | | Attachmenis | Page Series
Summary Bill Search Line Search Navigation | Address Info v Prev  Next
[Flsave ||[Eh Returnto Search ||[=] Notify || £ Refresh
Header - Info 1 | Address Infa | Line - Info 1
Note: The worksheet must be approved before attachments can be added.
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Stepn

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.

| HeaderDocumemat\onl Line Documentation I

Business Unit UCFD1 Invoice NEXT

Personalize | Find | (2| 5

Invoice Documents
Additional Info

Attached File

Documents

Internal Only View

v Upload

Document Description Upload

10of1

14.

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

15.

Click the Choose File button.

File Attachment

Choose File | No file chosen

Upload Cancel

16.

Locate the attachment. Click Open.

File name: Test.docx - [l Files ()

7

I Open

Cancel ]

o

17.

Click the Upload button.

File Attachment

Choose File | Test.docx

Upload Cancel

Grants —

Process Billing
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Step | Action

18.
the sponsor.

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

Header Documentation Line Documentation

[Gh Retumn to Search

Header Documentation | Line Documentation

=] Notify

Business Unit UCFD1 Invoice NEXT
Invoice Documents Persenalize | Find | (21| [ 10f1
Documents || Additional Info
Document Description Attached File Internal Only Upload View
Test.docx View [+] [=]

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.

Favorites~ | MainMenu  ~ > Biling~ >

Generate Invoices ~ >  Non-Consolidated ~ >  Single Action Invoice  [5]

Single Action Invoice || Print Options

Selection Parameters
SeqNbr 1
Print Invoice Sort By

Country, Postal
Customer, Invoice
*{Bus Unit, Invoice

*EDI Invoice Options | ED| Only

First (4 10f1 (p) Last

[+ (=]

Find | View All

Summarization Options
For Invoices associated with Summarization Template
Print Detail

Print Summarized
Print Both Summarized & Detail

#! Print Only Unprinted Invoices
#! Print Listing

*Email Invoice Options | Email Only

*Federal Highway File Options | File Only
*Elec Invoice File Options | Xml Cnly
Currency Shown on GL Report | Transaction Currency
|5 Save

[Gh Returnto Search ||4F] Previous in List

Single Action Invoice | Print Options

4| Nextin List [=] Notify [Es Add
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XIl. 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”

e “Section I. Generate Cost Reimbursable Bills”

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

Favorites = | Main Menu  ~
Search Menu:
Top Menu Featy ® hd
Employee Sel-Service 3
Manag San A
The menu is noy ianager Self-Service " lin
Menu to get staj Supplier Contracts b
Highlights Deparimental Authorization »
Customer: [
Recently Used Customers 1]
appear under t Customer Contracts »
menu, located
Order Management ’
Items 4
Suppliers 4
Purchasing Ly -
Breadcrumbs = ]
your navigation eProcurement rE
you access to i e . .
subfolders Services Procurement Py
Grants rE
Project Costing v
Menu Search Proposal Management L4
o Interface Transactions 4

IMain Menu, no
ahead which m
pages much fa;

Billing

Manage Billing Workshest L3
J Standard Billing

unts Receivable

ccounts Payable

Asset Management

roocoooro o

CooooCOoCOoCOCODDDDDDDDDODDDDODCODDODCD

Banking | =

Cash Management Review Biling Informati{ = Adjust Selected Bill Lines
Commitmant Control Review Processing Reg =/ Bill Summary

General Ledger UGF Custom 5l Change Status of Bills
Allocations ¥ J Corre

Set Up Financials/Supply Chain » J Correct Budge Errors
Enterprise Components » =l Supperting Documentation
Worklist »
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Action

Enter values in the following fields:

a) Business Unit
b) Invoice (invoice number)

Adjust Entire Bill

Find an Existing Value

Search Criteria

Business Unit|= » C,
Invoice| begins with ¥

Customer| begins with + Q,
Contract| begins with »

Case Sensitive

=] )
Clear | Basic Search & Save Search Criteria

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

Click Search. (See image in previous step.)

Enter the following:

a) Select Bill Adjustment Action [Credit & Rebill*]
b) Rebill Default Action [Retain Original Invoice Value]

¢) Credit Bill [NEXT]
d) Rebill Bill [NEXT]

e) Adjustment Reason [INVAD or INVADJLN]
*Never use just Credit;, always use Credit & Rebill.

Adjust Entire Bill

No Bill Action
Credit Entire Bill
® Credit & Rebill

Unit UCFO1 Bill To CNG50021 UCF Research Foundation

Invoice CNGCOD0539 Invoice Amt -5 330.32 usD

Select Bill Adjustment Action Adjustment Results

*Credit Bill NEXT

Rebill Bill NEXT Header Info 1

Rebill Default Action

Adjustment Reason INVAD Q

* Retain Original Invoice Value
Use Current Customer Value

IjJJ Save I [@r Return to Search

45| Nextin List [=] Motify || & Refresh

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

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.

Favariied - Man Méfu  « Bl = Manage Bieg Woncahasl - Limas of Crissil Surmmany v Eraedad Bl

Haader - Info 1

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

Header - Info 1 ine - Info 1

Unit UCFD1 Invoice

*Invoice Form F2
Accounting Date 07

Remit To BOA1

a
Q.
a
Q
Go o A
Motes
Summary Bill Search Liny

i Refum to Search || %] Previous in List

Click Save. (See image in previous step.)

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

Favorites ‘ Main Menu ‘
Search Menu:
Top Menu Featy @
B
Employee Self-Service 4
The menu is noy Manager Self-Service »
Main Menu to g Supplier Contracts 3
Highlights Departmental Authorization 3
Custemen 3
Recently Used Customers
appear under tl Customer Contracts L
menu, located Order Management ace Transactions »
gement

Update Billing Workshest |
Items

Review Contract/Project Bills
Suppliers

Letter of Credit Summary
Purchasing

Breadcrumbs

| rksheet Approval
display your nal

Ij Proc
eProcurement
and give you a |j Worksheet Delete

contents of sul

Review Billing Informat

Services Procurement

Coporrorero

o o I Y B O

view ce ts v

Grants Review Processing Results
Cus 3

Project Costing UCF Custom
Proposal Management

Menu Search, e ! o

the Main Menu Billing 3

type ahead whi Accounts Receivable 3

finding pages n|
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@ UCF Financials

Al System Navigation for Grants

Step | Action

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

Worksheet Headers Line Details

Business Unit

To change your search criteria, click Set Filter Options. Set Filter Options =l

Header Level Detail Personali

12.| Enter the Business Unit.

Filter Options
Help
} Enter your search criteria, then click the Search bution o display new resulis.
*Business Uml:Q
Bill To Customer From Q Through Q
Accounting Date From El Through Bl
Invoice Date From ] Through B
Billing Type From Q Through Q
Bill Source From Q Through Q
Contract Type From Q, Through Q
Contract From Q, Through Q,
Project From Q, Through Q,
Billing Specialist From Q Through Q
Billing Worksheet From Q Through Q
Letter of Credit From Q Through Q
LOC Doc ID From Q Through Q,
Pretax Invoice Amt From Through
Added Within Days
Date Added From El Through B
User1 From Through
Include Approve Later Bills
Include Delete Later Bills
Save Search Clear Search Return

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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@ UCF Financials

Al System Navigation for Grants

Step | Action

15.| Click Approve Now.

Workahest Headers
]
Erier Soarch
£ 1of
Pregeet L Le " Lr et |
& D00000ED .
 Snigct Al CaseinCt Al
Approwve Laier Deodotn how Ctede Later
=] Mo =7 Refresh
Workshee! Hesd

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.

Favoriies = M ar - By - hanage Bieg Woraheel - Lemes of Crescil Siammany v Baaediacd Bl

Header - Indo 1

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

Header - Info 1 ne - Info 1
Unit UCFO1 Invoice CHGOITE!
I Status NEW Q, I
“Typa CGD a,

[
*Customer C Q .

“Invoice Form F

Q

Accounting Date 0 i

Remit To BOAY Q,

Sales [TM1 a

Credit CR-CNGO1 aQ,

Billing Specialist B1-CNGO a,

Kay Murray
Go to Ad
Notes

Summary Bill Search Lin

" Retumn to Search # | Previous in List
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UCF Financials

Al System Navigation for Grants
Step | Action
19.| Click Save. (See image in previous step.)
20.| Refer to the “System Navigation for Grants” manual, “Course 4. Process Billing”:
e “Unit 3: Billing Activity,” “Section V. Generate Single Action Invoices”
e “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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@) UCF Financials

UCF

System Navigation for Grants

XIl. 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.”

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

Favorites « | Main Menu =

Search Menu:
Top Menu Featy ® R
Employes Self-Service L3
The menu is not Manager Self-Service L3
Main Menu to g Supplier Contracts 3
Highlights Deparimental Authorization 3
Customer: 3

Recently Used Customers
appear under t Customer Contracts 13

menu, located »

Order Management
Update Billing Worksheet I
Items

Review Contract/Project Bills
Suppliers
Letter of Credit Summary

Purchasing
Breadcrumbs =

display your na
and give you a

rksheet Approval

[E]
E|
E|
E|

eProcurement

rksheet Delete

Review Billing Informat

Services Procurement

(I A O Bt A Y

e o o O e o o A o o o R

contents of sul
Grants Review Processing Results 4
cusf 3
Project Casting UCF Custom
Proposal Management
Menu Search, _ " g
the Main Menu Billing 3
type ahead whi ounts Receivable 4
finding pages n
ounts P; 4
Asset Management 4
Banking ¥
Cash Management L4
v

Click Set Filter Options.

Worksheet Headers Line Details

Business Unit

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

Header Level Detail Personali
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UCF Financials

System Navigation for Grants

Stepn

Action

5.

Enter the

Business Unit.

Filter Options

I Enter your search eriteria, then click

ne Se

*Business Unlt:il

Bill To Customer From

Accounting Date From

Invoice Date From

Billing Type From

Bill Source From

Contract Type From

Contract From

Project From

Billing Specialist From

Billing Worksheet From

Letter of Credit From

LOC Doc ID From

Pretax Invoice Amt From
Added Within Days

Date Added From

User 1 From

Include Appr

reh button to display n

ove Later Bills

Include Delete Later Bills

Save Search

Clear Search

Lo R RPpERED

feliye)

Retum

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

Through
Through

Help
Q
&
B
Q
aQ,
Q
Q,
Q
Q,
Q
Q
Q
)

Click Search. (See image in previous step.)

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

Favorites ~

Main Menu = ‘

Top Menu Featy

The menu is noy
on Main Menu

Highlights

Recently Used
appear under il
menu, located

Breadcrumbs
display your naj
and give you a
contents of sul

Menu Search,
the Main Menu
supports type g
makes finding
faster.

Search Menu:

Employee Self-

Manager Self-Service
Supplier Contracts
Deparimental Authorization

Customers

b

Billing

Accounts Receivable
Accounis Payable
Asset Management
Banking

Cash Management

Commit Control

o A I i G o B i e A R O B O

General Ledger
A4

1 Interface T . y
Customer Contracts Interface Transacfons
1 Manage Billing Wi t N
Order Management Manage Billing Worksh
ftems a Ilj Standard Billing I
]
Supniers ) [E copy single Bil
Supplier
Purch [ ] E Adjust Entire Bill
urchasing
8  Review Billing Informat Ij Adjust Selected Bill Lines
eProcurement - .
Services Procurement 03 Review Processing Re: £ sisummary
Grants 8 uUcF custom Ij Change Status of Bills
Project Costing 5 silling WorkCenter B corrsct Stage
Ij Correct Budge
Proposal Management Ij
Supporting Docul
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@ UCF Financials

Al System Navigation for Grants

Step | Action

8. | Enter values in the following fields:

a) Business Unit
b) Invoice

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 Liﬂil WIQ
Invoice[begins with w |[TMP-00040033] x| @
Bill Status[= v ~|
Customer|begins with V] Q
Contract[begins with v/
Bills in Business Unit[= v Q.
Template Invoice Flag[= v v|

[ case sensitive

]
Clear | Basic Search [ Save Search Criteria

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

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

Header - Info 1 Line - Info 1
Unit UCFD1 Invoice TMP-00040033
| status ROV a |
*Type CGD a
*Customer CNG50002 a - View Activity

Office of Naval Research (ONR)

*Invoice Form FXBIZ70
Accounting Date
Remit To BOA1
Sales [ThM1

Credit CR-CNGO1

L Lo Lo LoEL

Billing Specialist BI-CNG0S
“an Nguyen
Goto Header Info 2 Address
Notes Express Entry

Summary Bill Search Line Search

[@r Return to Search [=] Notify || 7% Refresh

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

12.| Update the appropriate values on the Award/ Contract pages
following invoices have the appropriate values.

to ensure that all
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