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COURSE 4. PROCESS BILLING

UNIT 4: RELATED BILLING PROCESSES

|. REPRINT AN INVOICE

After an initial invoice has been generated, an additional copy of the invoice can be produced by
following these steps:

Sten | Action

1. | Navigate to Main Menu > Grants > Awards > Award Profile.

g(% UCF Financials Search Advanced Search
Favorites v ‘ Main Menu v
Search Menu:
»
Top Merml%e:m &
3 Employee Self-Service »
The menuisno| &3 Manager Self-Service »
Main Menutog (3 syppiier Contracts »
Highlights 8 Departmental Authorization »
a
Recently Used 4
appear under tf (3 »
menu, located { 3
= »
4 »
d »
Breadcrumbs
your navigationg &3 »
you access to t
subfolders. | — t
=] 03 sponsor Websites » ’
8 Project Costing & Proposals >
03 Proposal Management | = Awards
Menu Search, & yoxuon Project
the Main Menu| &3 8illing nstitutions ct

2. | Enter values in the following fields:

a) Business Unit
b) Award ID

Award Profile

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| = v Q
Award 1D begins with v :
Project| begins with v Q
Description | begins with ¥
Fl1D| begins with »
Proposal ID| begins with »
Refarence Award Mumber| begins with »

Case Sensitive

= 8
Search Clear | Basic Search @ Save Search Criteria
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Step | Action

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

Favorites v | Main M¢
Award Funding R
Referenc

WY WY

Associated Project

4. | Click the View Contract link. The General Information page displays.

5. | Click the Billing Plans link.

Other Information

Summary of Amounts (¢

Return to Award Profile
[§] save ||[@> Return to Search [=] Motify

General | Lines | Amendments

Billing Plans Revenue Flans IVilestones Renewals

Plan column.

6. | Click the appropriate B10X bill plan link (where “X” represents a number) from the

Assign Billing Plan

Contract 0000006011 Limiting losses to bacterial s

Sold To Customer University of Florida

Contract Lines to be Assigned / Unassigned

Line Product Line Description Billing Amount Price Type
COST_REIMB LABOR Rate

2 CCST_REIMB Direct Expenses Rate

3 COST_REIMB INDIRECT_EXP Rate

4 AS_INCURRED As Incurred Rate

Plan Description

8532/COST_REIMB Bill Plan

8532/COST_REIMB Bill Plan

8532/COST_REIMB Bill Plan

As Incurred

Grants - Process Billing
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Stepn

Action

7.

Select the History tab.

Favorites « | Main Menu -

Billing Plan General Events

Select the Billing tab.

Amount Details

Total Net Extended Amount

Contract Billing History
Source Billing Contracts

Projects

Favorites + | Main Menu - > Grants +
Billing Plan General Events History
Contract 0000005011
Sold To Customer CNGEI026
Billing Plan B101

Note the Invoice Number.

Billing Plan General Events History
Contract 0000006011
Sold To Customer CNG50026

Billing Plan o B102

Amount Details

University of Florida

As Incurred

Total 3t Extended Amount 569101

Contract Billing History
Source Billing Contracts || Projects
*Cross
. Billing . Invoice .

Reference Bl Unit Invaice Invoice Date
Sequence No. Worksheet Type

UCFO1 CNGO033012 REG

Return to Assign Billing Plan

AR ltem Info

Currency USD

Billing
Currency

Bl Unit UCFD1

Bill To CNG50026 Univ

ersity of Florida

Personalize | Find | (21| 52 First (4 10f1 (b Last

Net Extended Amt Gross Extended
5691.01 5691.01 [#]

Grants — Process Billing
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Stepn

Action

10.

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

Find an Existing Value

Search Criteria

Favorites v | Main Menu ‘
Search Menu:
Top Menu Featy ® 2
3 Employee Self-Service L4
The menuisno| —  Manager Seli-Service 4
Main Menuto g (3 suppiier Contracts 3
Highlights 3 Departmental Authorization L4
~J— L
Recently Used ustomers B e - )
appear under t| (0 Customer Contracts ML Trasactiony
menu, located { o Management 3 manage Billing Worksheet »
1 waintain 5i
0 items ClcleE T B S Astion Invic
P — (23 Generate Invoices 0 {Non-Consolidated 5 IRgHS NGO NOILE
SR - s ] 5 Print Pro Forma
5] Bills Reports
3  Purchasing B e
Breadcrumbs | [ Review Biling Informat| =}  Reproduce Reports L Letter of Credit Pro Forma
your navigation| (3 eProcurement = = “ .j etter of Credit
you access (o i B Sorvices Procurement 3 Review Processing Results L3 = = =
subfolders. b A & ucF custom ¥ Iij Reprint Invoices I
8 Grants i
3 Project Costing Ij Billing WorkCenter
Menu Search, |_| Proposal Management
the Main Menu| = Biling %
type ahead whi 0 00005 Receivable ,
finding pages n
O3 Accounts Payable 4
3 Asset Management 4
3 Banking 3
3 cash Management 3
8 commitment Control L3
w
11.| Select the Add a New Value tab.
Reprint Invoices
Enter any information you have and click Search. Leave fields blank for a list of all values.

12.

Enter the Run Control ID (user defined).

Eind an Existing Value

Reprint Invoices

Add a New Value

Run Control ID

Add

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

instead.

Grants — Process Billing
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Step | Action

13.| Click Add. (See image in previous step.)

14.| Set up the Run Control as follows:

a) Range Selection [select Invoice ID]
b) From Business Unit

c) To Business Unit

d) From Invoice (enter invoice number)*
e) To Invoice (enter invoice number)*

*Field is dependent on selection of Invoice ID.

Reprint Inveices || Print Options

Run Control ID Reprint_an_inveice Report Manager Process Monitor i
Language | English v ® Specified Language Recipient's Langua%
Selection Parameters Find | View All First (4 10f1 (p) Last
SeqNbr 1 [+ [=]

Include Attached Bills

Include Open ltems Only

Rangs Selection

From Business Unit Q,
Al To Business Unit (&}
Bill Cycle CustID R
From Invoice
Date Bill Added Bill Type .
Range ID Bill Source To Invoice
Public Voucher Number From Due Date
To Due Date

From Invoice Date

EEE

To Invoice Date

[=1 Notify [ Add || # Update/Display

Reprint Invoices | Print Options

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

16.| Click Run. (See image in step 14.) The Process Scheduler Request dialog box
displays.

Grants — Process Billing Course 4 — Unit 4, Page 5
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Stepn

Action

17.

Ensure FXCGALLR is selected.

Process Scheduler Request
I Cunnureonmnany
Process List

Select Description Process Name Process Type *Type
Print Invoice w/SQR BIPJ10 FSJob (None)
Print XMLP PSAD3 Invoice BIPJ100 FSJob (None)

Print Grants Invoi R BIPJ2 PSJob (None)

Print SF1080/21 Inv wiSQR BIPJ30 PSJob (Nong) »

Print Invoice w/XML Publisher BIPJS FS.Job (None)
Print XMLP PS/CA Inveice BIPJ55 PS.Job (None) -
Print XMLP 1034/35 Inveice BIPJEO PS.Job (None) -
Print XMLP Summ. Invoice BIFJGS PS.Job (None) -
Print XMLF Invoice BIFJTS PSJob (Nong) v
Print XMLP PS/PC Invoice BIFJA0 PSJob (Nong) v
Print XMLP PS/OM Invoice BIFJ35 PS.Job (None) v
Print XMLP PSADT Invoi BIPJ30 PSJob (None) ¥
Print XMLP PSAD2 Invoice BIPJ35 FPSJob (None) ¥
FXBIALLR FXBIALLR PSJob (None) v
FXBI_UTP UTL Generic/Conv RePr FXBI_UTR FSJob (None)
FXINCSFR-Res Fnd INC Reprint FXINCSFR FS.Job (None)
FXNECSFR-Res Fnd NEC Reprint FXNECSFR FS.Job (None)
FXNSPSFR-NonSpsr StdFm Reprint FXNSPSFR FS.Job (None)
FXTTFSFR-Res Fnd TTF Reprint FXTTFSFR PS.Job (None) -
FXUTLSFR FSBC UTL Reprint FXUTLSFR PSJob (None) v

I QK I Cancel

*Format Distribution
(Mone) v | Distribution
(Mone) v | Distribution

¥ | Distribution

(Mone) v | Distribution
(Mone) v | Distribution
(None) v | Distribution
(None) v | Distribution
(Mone) v | Distribution
(None) v | Distribution
(None) v | Distribution
(None) v | Distribution
(None) ¥ | Distribution
(None) ¥ | Distribution
(Mone) v | Distribution
(Mone) v | Distribution
(Mone) v | Distribution
(Mone) v | Distribution
(Mone) v | Distribution
(None) v | Distribution

(None) v | Distribution

18.

Click OK. (See image in previous step.)

19.

Click the Report Manager link.

Reprint Invoices Print Cptions

Run Control ID Reprint_an_invoice
Language | English v * Specified Language

Frocess Monitor

Recipient's Language

20.

Select the Administration tab.

Favorites = Main Menu - > Billin

List Explorer Administration Archives

Grants — Process Billing
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Step | Action

21.| Click the Refresh button until the appropriate item ending in .pdf in the Description
column is a link.

List Explorer Administration Archives

View Reports FTr

User ID addyg Typet ¥ { Last M 1 Days v

Status ¥ | Folder ¥ | Instance to
Report List Personalize | Find | View All | (1] [E§  First (4 1-10 0710 (») Last
Report Pres - Request .
Select D Instance Description DateTime Format  Status Details

10721/201%  Acrobat
IEITPM (% pdf)

11474275 9735007| FXBIWB [TMP-00039721] - FXBIWB. pdf JJi 37%,; 'ﬁﬁ'ﬂm Posted Details

Posted  Details

11471276 97350

w0

7| FXBIWB [TMP-00038722] - FXBIWE. pdf

11471274 9735957 FXBIWB [TMP-00039720] - FXBIWE_pdf SJé 37;; ;::clgzg:m

Posted  Details

22.| Click the link to view the invoice. (See image in previous step.)

Grants — Process Billing Course 4 — Unit 4, Page 7
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Il. REPRINT AN LOC SUMMARY

After an initial letter of credit (LOC) Summary has been generated, an additional copy of the
LOC Summary can be produced by following these steps:

Sten | Action

1. | Navigate to Main Menu > Billing > Generate Invoices > Non-Consolidated >
Reprint Letter of Credit. (See image in next step.)

2. | Select the Add a New Value tab.

Favorites - | Main Menu - » Biling * Generatelnvoices+ * Non-Consolidated » *  Reprint Letter of Crediil
il i KN

Reprint Letter of Credit

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

Find an Existing Value

Search Criteria

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

Eind an Existing Value Add a New Value

Run Control ID |

Add

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: Range Selection [select Run Date]

Letter of Credit Reprint
- . Run
Run Control ID caf Report Managsr  Process Monitor
Language| Englizh r * Specified Language Recipient's Language
Range Selection
All
Process Instance From Date01/01/2018 |5 To Date[10/22/2018 |
* Run Date

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

Grants — Process Billing Course 4 — Unit 4, Page 8
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Stepn

Action

7.

Check the Line of the process to reprint.

Custom Label
Export To File
¥ Print Details Select All Deselect Al
Final Draw Personalize | Find | View Al | (2 G‘ First (4) 1-50f5 Last
Select Process Instance Run Date and Time
9867033 09102019 3:00:04PM
9367124 09/10/2019 3:46:03PM
Q367410 0971172019 5:05:08PM
9569143 09/20/2019 4:29:13PM
9370544 001/2019 9:17:224M
[F save | [G" Retum to Search =] Motify Ey Add

Click Run. The Process Scheduler Request dialog box displays.

Letter of Credit Reprint

Run Control ID caf Report Managsr  Process Monitor

Language| English v ®' Specified Language Recipient's Language

Ensure Formatted Letter of Credit is selected.

Process Scheduler Request

User ID ce3010238 Run Control ID caf
Server Name r Run Date|10/22/2019 [21
Recumence v Run Time 10:28:154M Reset to Current Date/Time
Time Zone Q

FTP Control Command
Process List
Select Description Process Name Process Type *Type *Format Distribution

I s Formatted Letter OF Credit IB _PRMLOC Bl Publizher Web ¥ || PDF ¥ | Distribution

Cancel

10.

Click OK. (See image in previous step.)

11.

Click Report Manager.

Letter of Credit Reprint

Run Control ID caf Report Manager Process Monitor e

Language| English A ® Specified Language Recipient's Language

Grants — Process Billing
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Step | Action

12.| Select the Administration tab.

Favoritas - | Main Menu -

> Billin

List Explarer

Administration

Archives

13.| Click the Refresh button until the document ending in .pdf is a link.

View Reports FTr

List Explorer Administration Archives

User ID 2ddyg Type v i Last v 1 Days v
Status ¥ | Folder ¥ | Instance to
Report List Personalize | Find | View All | (2] L:_Kl First (4) 1-100f10 (p) Last
Select n;pon IF:sCt?ance Description g:?;.?ﬂe Format  Status Details
11471276 973587| FXBIWB [TMP-D0038722] - FXBIWE.AT |32 nont” 'ﬁclgc'g:a‘ Posted  Details
11471275 9735997| FXBIWE [TMP-00039721] - FXBIWS. pdf JJggﬁg[; 'ﬁclgz'f_:m Posted  Details
11471274 §735807| FXBIWB [TMP-00038720] - FXBIWE pat |12 12201 I’*Ig?f'" Posted  Details

14.| Click the link to view the LOC Summary. (See image in previous step.)

Grants — Process Billing
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Process a Refund

University of Central Florida: Future State Business Process Flow

g

g

H

Post the

N E Createa . . . Run Request
= o q
% g Maintenance ?elect Item ACflf)l:l [N Verify the type is o Worksheet > Refund Item
S g Worksheet Refund a Credit RC or RRC through Batch rocess
O % Standard P

(]

=1

[

p=

lll. PROCESS A REFUND

When the university cannot keep funds and they must be returned to the sponsor, follow these
steps to process a refund:

Step | Action

1. | Navigate to Main Menu > Accounts Receivable > Receivables Maintenance >

Maintenance Worksheet > Create Worksheet.

Search

B8 Advanced Search

L‘;-Sﬁ UCF Financials

Navigator + myUucF | Home |

Favorites v | Main Menu -

Search Menu:

Top Menu Featy

Employee Self-Service

The menu is noy
Menu to get stal

Highlights

Recently Used
appear under tl
menu, located

Breadcrumbs
your navigation|
you access to
subfolders

Menu Search,
Main Menu, noj

Manager Self-Service
Supplier Contracts
Deparimental Authorization
Customers

Customer Contracts
Order Management

Items

Suppliers

Purchasing

eProcurement

Services Procurement

Grants

Billing

e G G A A ot o G o o A A

General Ledger

ahead which m| B  Pending ltems »
pages much fa £ Payments i
] 3
5] »
=] bles Maintenan{ Maintenance Workshee] | ice
&= bles Analysis | O} Transfer Worksheet 5 Update Worksnee
£1 ReceiablosUpdste | B Refunds |5 Update worksheet Match Groups

Select the Add a New Value tab.

Create Worksheet

Find an Existing Value

Add a New Valua

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

values

Grants — Process Billing
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Step | Action

3. | The following values default when clicking Add:

a) Worksheet Business Unit
b) Worksheet ID [NEXT]

Create Worksheet

Find an Existing Value || Add a New Value

Worksheet Business Unif Q
Worksheet IDINEXT

Add

4. | Enter values in the following fields:

a) Cust ID (select sponsor)
b) Business Unit

¢) Qual Code [I] (A value in this field is only needed if the invoice is known.)
d) Reference (choose the invoice)

Favorites v | Main Menu >  Accounts Receivabley >  Receivables Maintenance v >  Maintenance Worksheetv >  Create Worksheet
Worksheet Selection Worksheet Matches
Unit UCFO1 Worksheet ID NEXT

Customer Criteria

*Customer Criteria Customer Reference Find | View All First (4 10f1 (» Last
None v —
Business Ui ] ==
Name
Remit SetiD Remit From ID
Corporate SetlD Corporate ID
MICR ID Link MICR
Rate Type CRRNT Q Acctg Date 102172019 |5}

Reference Criteria
*Reference Criteria

None v Item Reference Personalize | Find | View All | &0 | [ First (4) 10f1 () Last
*Restrict to Qual Code Reference To Reference
All Customers v
*Match Rule Q| Q # =
Exact Match Y
Anchor BU
Q

5. | Click Build.

Worksheet Action

Clear

Grants - Process Billing Course 4 — Unit 4, Page 12
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Sten | Action
6. | Enter the Entry Type [Refund a Credit].
Worksheet Application
Unit UCFD1 WorksheetID 2774
Item Actidn
IEHW Type : Refund A Credit v I
Reason &}
7. | Select the Line to be refunded.
Worksheet Application
Unit UCFD1 Worksheet ID 27744 Currency USD Accounti
Item Action Row Selection
Entry Type Choice | Select Range
Reason Range
Item List L\\,
Detail 1 Detail 2 Detail 3 Detail 4 Detail & Detail &
View Detail fl:qr Sel Item Balance Currency Item 1D Line
B 1 776.82] USD AO-4
B =z 20,533.40 USD CNG032735
B 3 17 456.05 USD CNG032730
B 4 17 466,05 USD CNG032791
B s -40,647.78 USD CNG032734
B s 40,647.78 USD CNG032735
B 7 2208431 USD CNG033277
B = 0,630.16 USD CNG023278
Note: Adjust the payment amount as necessary.
8. | Enter values in the following fields:

a) Type [RC or RRC]

b) Reason
Item List
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 6
View Detail ?I?}qr Sel Item Balance Cumrency Item 1D Line Type Reason Unit
% 1 rd -776.82| USD AC-4 RC Q JuUcF

Grants — Process Billing
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Stepn

Action

9.

Click Save.

Waorksheet Selection Waorksheet Application

[@ Return to Search =] Motify ||z Refresh

10.

Click the Worksheet Action link

Worksheet Selection Worksheet Application

Gl save ||[@» Returnto Search (=] Notify

11.

Ensure the Posting Action is Batch Standard.

Status Do Not Post

Posting Action

Action:| Batch Standard v

12.

Click OK. (See image in previous step.)

Note: This will be processed the next time the AR_UPDATE process is run.

13.

Navigate to Main Menu > Accounts Receivable > Receivables Maintenance >

Refunds > Request Refund Item.

Favoriies ~ ‘ Main Menu = |
Search Menu:
Top Menu Featy ® &
Employee Self-Service »
The menu is nol Manager Self-Service 4
Main Menu to g| Supplier Contracts r
Highlights Deparimental Authorization ¥
Recently Used Clistamers '
appear under {l Customer Contracts b
menu, located Order Management Pending ltems J
e Payments »
Suppliers Customer Accounis L
Purchasing Customer Interactions i

Breadcrumbs
your navigation|
you access to tf
subfolders

o . bles Maintenan|
eProcurement
- N . bles Analysis
Services Procuremen

Grants bles Update

o o O A B
a

E=
=
Es i
Project Costing jons Workbench B
eivables WorkCentq =

E

Proposal Management
Menu Search, P 2

Maintenance Warksheet

Transfer Worksheet

3

»

| =] Request Refund ltem I

of El  Refund status

Reclassify Open Iltem

PRPRPPRPPRPRPRRPRPRPRRRP PO

the Main Menu Billing
type_- ahaarwhy Accounis Receivable 2
finding pages n|

Accounts Payable 4

Grants - Process Billing
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Step | Action

14.| Select the Add a New Value tab.

Request Refund Item

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

Find an Existing Value

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

Request Refund Item

Find an Existing Value Add a New Value

Run Control ID| |

Add

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

16.| Click Add. (See image in previous step.)

17.| Set up the Run Control as follows:

a) Business Unit
b) Load Directly to AP [Check]

Refunds
Run Control ID Process_a_refund Report Manager  Process Monitor Run
Refund Request Parameters Personalize | Find | View All | (| & First (4) 10f1 (p) Last
*Business Unit | Description Load Directly to AP
ucf1 Q i [+] [=]
[F] Save ||=] Notify [Es Add || F Update/Display

18.| Click Run. (See image in previous step.) The Process Scheduler Request dialog box
displays.

Grants — Process Billing Course 4 — Unit 4, Page 15
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Step | Action

19.| Ensure AR_REFUND is selected.

Process Scheduler Request
UserID addyg Run Control ID Process_a_refund
Server Name v Run Date |10/22/201% 5
Recurrence v Run Time [3:23:50AM Reset to Current Date/Time
Time Zone Q
FTP Control Command

Process List

Select Description Process Name Process Type “Type *Format Distributi
I i AR_REFUND AR_REFUND I.Aupli;a:icn Engine Web v || TXT v | Distributi
Cancel

on

on

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

21.| Click the Process Monitor link.

Refunds

Run Control ID Process_a_refund Report Manager | Pr

Frocess Instance

Run

9736143

22,

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

Process List Server List

View Process Request For

Process List

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

0736143 Application Engine AR_REFUND addyg  1022/2019 5:23:50AM EDT

Personalize | Find | View Al | (2| &l

User ID2ddyg Q Type v | |Last v 1 |Days v
Server A Name Q. Instance From Instance To
Run Status v Distribution Status ¥ | ¢ Save On Refresh

Report Manager

First (4 140f4 (p) Last
Distribution .
Run Status Status Details
Success Posted Details

Grants — Process Billing

Course 4 — Unit 4, Page 16
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Stepn

Action

23.

Note: After the voucher has been created, the status of the refund can be tracked
through the following:

Navigate to Main Menu > Accounts Receivable > Receivables Maintenance >
Refunds > Refund Status.

Favorites « |

MainMenu - |

Top Menu Feati

The menu is noy
Main Menu to g

Highlights

Recently Used
appear under t
menu, located

Breadcrumbs
your navigation|
you access to
subfolders.

Menu Search,
the Main Menu
type ahead whi
finding pages n|

Billing

Accounts Receivable
Accounts Payable
Asset Management
Banking

Cash Management

Commitment Control

3

3

|=]  Request Refund ltem
IJ Refund Status I

Search Menu:
*
L3  Employee Sel-Service 4
(3 Manager Self-Service ¥
83 Supplier Contracts 3
3 Deparimental Authorization 4
08 customers L
O Customer Contracts b
4O p q Item: »
L3 Order Management anding itams
B3 payments 3
03 items EInents
03  cus er nt: »
B3 suppiers Customer Accounts
3 customer ctions »
B Purchasing Customer Interactions
b 3  Receivables Maintenan 3 maintenance Workshaet
08 eProcurement =
5] es Analysis | = er Worksheet
0 services Procurement ST
i s Upd L iRefunds
B Grants : es Update - g .
ctions Workben L eclassify Dirsct Jnl &
8 Project Costing 'J oS HGAGSnE .
i B Receivables Workcentd = Reclassify AR entries
3 Proposal Management ™ .
.J Reclassify Open Item
]
=
=]
g
(i}
(]
g

-

Grants — Process Billing

Course 4 — Unit 4, Page 17




&

UCF

UCF Financials

System Navigation for Grants

Stepn

Action

24.

Enter values in the following fields:

a) Business Unit
b) Voucher ID
¢) Invoice Number

Refund Status

Find an Existing Value

Search Criteria

Business Unit| = v 2,
“oucher ID| begins with * oL
Invoice Mumber| begins with »
Short Supplier Name| begins with v
Supplier ID| begins with * Q

Supplier Name| begins with v

Case Sensitive

= .
Search Clear | Basic Search = Save Search Criteria

N

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

25.

Click Search. (See image in previous step.)

26.

Verify the Refund was processed.

Refund Status

Unit UCFD1 Voucher 01430314 Invoice 41202CROA137

Short Name US DEPART-001

Date 04/24/201% Status Posted
Gross 0.82 Pay Status Paid
Balance 0.000 Due Date 04/24/201%
Details
Bank Code Account Reference Payment Amount Curmrency
1 BOA CHK 0000930009 28.68 USD

[Gh Return to Search 1= PreviousinList | 45 Nextin List [=] Notify

Supplier 0000016605 Supplier Name US Department of Education

Personalize | Find | View Al | (2| @ First (4 10f1 (}) Last

Status

Paid

Paid Amount

Grants —

Process Billing
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System Navigation for Grants

Process a Write-Off
University of Central Florida: Future State Business Process Flow
g
5
= Post the
n e Create a Select Item Action Worksheet
- o . .
% g Maintenance ‘Write off a Debit/ » V\f\;g}étgfv?],(%%S » through
5 o) Worksheet Credit’ Batch
%D Standard
(=
]
=

IV. PROCESS A WRITE-OFF

A write-off will need to be processed in UCF Financials when funds to cover the expense will
not be recovered. To process a write-off, follow these steps:

Stepn

Action

1.

Navigate to Main Menu > Accounts Receivable > Receivables Maintenance >
Maintenance Worksheet > Create Worksheet.

\gﬂh UCF Financials

Navigator

earch  [B Last Search Results

myUcF | Home | Workist |

Favorites = |

Main Menu =

Top Menu Featy

The menu is noy
Main Menu to g

Highlights

Recently Used
appear under t
menu, located

Breadcrumbs
your navigation|
you access to ff
subfolders

Menu Search,
the Main Menu
type ahead whi
finding pages n|

Search Menu:

(o G o A o A o B

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

Customer Contracts

P A 1

b

Order Management
ltems

Suppliers

Purchasing
eProcurement
Services Procurement
Grants

Project Costing

Y B O O N

Proposal Management

Pending ltems
Payments
Customer Accounts

Customer Interactions

vables Maintenan
vables Analysis
vables Update
tions Workbench

Receivables WorkCentg

Billing

Accounts Receivable
Accounts Payable
Asset Management
Banking

Cash Management
Commitment Control

-

momm E G

[ [ [m) [

Vorksheel Match Groups
ksheet

Reclassify Open Item

Grants — Process Billing
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Step | Action

2. | Select the Add a New Value tab.

Create Worksheet

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

3. | The following fields default:

a) Worksheet Business Unit
b) Worksheet ID [NEXT]

Create Worksheet

Find an Existing Value Add a New Value

Worksheet Business Lni Cl
Worksheet IDINEXT

Add

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

5. | Enter the following information:

a) Customer Criteria [Customer Items]
b) Cust ID (select sponsor)

¢) Qual Code [I]

d) Reference (choose the invoice)

Worksheet Selection || Worksheet Matches
Unit UCFD1 Worksheet ID NEXT
Customer Criteria
*Customer Criteria Customer Reference Find | View All First (4) 10f1 (p) Last
Customer ltems 2720302 =
ustomer ltems v custID02720302  |Q Business Unit Q [+ [=]
Name FF{TG-FRINT%%Dj
Remit SetlD UCFD1 Remit From ID 02720302
Corporate SetiD UCFO1 Corporate ID 02720302
MICRID
Rate Type CRRNT Q, Acctg Date [10/2 El
Reference Criteria
*Reference Criteria
Item Reference Personalize | Find | View Al | (1] [ First (4 10f1 (b Last
Qual Code Reference To Reference
[ a fro3 Q (] [=]
Specific Value v
*Restrict to
All Customers v
*Match Rule
Exact Match v
Anchor BU
Q
Currency
usD a
Item Inclusion Options
® All items Deduction Iitems Only Items in Dispute Only Advanced Inclusion Options
Exclude Collection Items Exclude Deduction Iltems Exclude Dispute ltems

6. | Click Build.

Worksheet Action

Clear

7. | Enter the Entry Type [Write-Off Debit or Write-Off Credit].

Worksheet Application

Unit UCFO1 Worksheet ID 2774

Item Action
Entry Type| Write-off A Debit M |
Reason &}
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Step | Action

8. | Select the Line to be refunded.

Item List

Detail 1

View Detail

%

Detail 2

Seq
Nor el

Detail 3

Detail 4

Detail &

Item Balance Cumrency

Detail &

ltem ID

AOC-3

-212.72) UsSD

Line

Note: Adjust the payment amount as necessary.

Enter values in the following fields:

a) Type [WOD/WOC]
b) Reason

Item List
Detail 1

Detail 2 Detail 3 Detail 4 Detail 5 Detail 6

Seq g

View Detail o ltem Balance Cumency ltem ID Line |Type

B 1 | -21272 UsD AD-3 WoC

Reason

Add Item

Group View

Unit Customer Service Purchase ID Instal

UCFD1 CNGE0063

10.

Click Save.

Waorksheet Selection Waorksheet Application

[Zh Return to Search [=] Motify || ¢ Refresh

Aftachments (D) View Audit Logs

11.

Click the Worksheet Action link. (See image in previous step.)

12.

Select the Posting Action [Batch Standard].

Worksheet Action
Unit UCFD1 Worksheet ID 27745

Status Do Mot Post

Worksheet Action % Posting Action

Delete Worksheet Action; Do Mot Post v

13.

Click Save.

[gh Return to Search =] Motify

Note: This will be processed the next time the AR_UPDATE process is run.

Grants —

Process Billing
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el  System Navigation for Grants

Process an Offset

University of Central Florida: Future State Business Process Flow

g

(]

= Post the
wn +
k= g MCreate a Select Item Action »| Verify the type is - W}(:rksh;et
< E aintenance ‘Offset an Ttem’ > MT > throug
L"D‘ T Worksheet Batch

%0 Standard

g

o]

p

V. PROCESS AN OFFSET

An offset will be processed when two Accounts Receivable (AR) Worksheets for an item or
customer has debit and credit items. This process should only be done after cash is applied as to
not force an On Account to be created. After the offset is set up, the Receivable Update should
be run. Follow these steps to process an offset:

.
Sten | Action
. . . . .
1. | Navigate to Main Menu > Accounts Receivable > Receivables Maintenance >
.
Maintenance Worksheet > Create Worksheet.
Favorites v | Main Menu =
Search Menu: ls Pel
Top Menu Featt @ g
O3 Employee Self-Service 4
THEfEn S Tion (3 Manager Self-Service 3
on Main Menul (3 sypplier Contracts 3
Highlights 3  Deparimental Autharization 13
Recently Used e '
appear under ti (3 Customer Contracts 4
menu, located ) Order Management .
& hams 8 Pending Items b
£ suppliers 00 Payments L
Bread N B Purchasing 00 customer Accounts v
sty o s e 8 customer Interactions 3
display yournal (3 eProcurement i W I
andgiveyouad ~ . P | es Maintenan| = — =
contents of subj HEReRIneliene R ] Update ¥
B G & es Analysis
Fans =) o5 Undate B Update Match Groups
B3 Project Costing o ) Finall eet
B pr I M R E  coliections workbench| 5 -
Menu Search, oposal N anggeman =] Update Accounting Entries
the Main Menu| 1 Biling e
Supports type d 0 accounts Receivable % =l Reclassify Open liem
makes finding 2 i el
faster 3 Accounts Payable I3
O AssetManagement 4
-
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Step | Action

2. | Click Add a New Value tab.

Create Worksheet

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

3. | Enter values in the following fields:

a) Worksheet Business Unit
b) Worksheet ID [NEXT]

Create Worksheet

Find an Existing Valug || Add a New Value

Worksheet Business Unif Q
Worksheet IDINEXT

Add

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

5. | Enter values in the following fields:

a) Customer Criteria [Customer Items]
b) Customer ID (select sponsor)

¢) Qual Code [I]

d) Reference (choose the invoice)

Worksheet Selection Worksheet Matches

Unit UCFO1 Worksheet ID NEXT

Customer Criteria

*Customer Criteria Customer Reference Find | View All First (4} 10f1 () Last

[None M CustID a Business Unit (s} (=

Corporate ltems

Name

Nong - Remit SetlD Remit From ID

Remit From Items

_ Corporate SetlD Corporate ID

MICR ID Link MICR
Rate Type CRRNT  [Q Acctg Date 102172015 |[5)

Reference Criteria
*Reference Criteria

None = Item Reference Personalize | Find | View Al | G| £ First (4) 1of1 (») Last
*Restrict to Qual Code Reference To Reference

All Customers W
*Match Rule Q, Q, # =

Exact Match A
Anchor BU

Q
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Step | Action

6. | Click Build.

Item Inclusion Options
® All ltems Deduction Items Only

Exclude Collection Items Exclude Deduction Items

Worksheet Action

Clear Created Date/Time

Waorksheet Selection Worksheet Application

[§lsave ||[=] Motify ||« Refresh

Worksheet Selection | Worksheet Matches

7. | Enter the Entry Type [Offset an Item]. (See image in next step.)

8. | Select the two offsetting items that need to be processed.

Worksheet Application Anchor Information
Unit UCFD1  Worksheet ID 27733 Currency USD  Accounting Date 07/31/2012 Reason Code Q
Item Action Row Selection Display Control
I Entry Type | Ofisel an liem v I Choice | Select Range v Display | All ltems A Go ﬁ
Reason Q, Range Go

Absolute Value Sort

Item List
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 6
View Detail ﬁz‘? Sel  Item Balance Cumency Item 1D Line |Type Reason Unit Customer Service Purchase ID Instq
B 1 -212.72 USD AO-3 MT Q Q@ UCFO1 CNGE0D63
B 2 0.01 UsD CNGD02333 MT Q Q, UCFO1 CNGE0D16
Add ltem Ik

Group View

9. | Ensure that the Type for each of the selected Lines defaults to MT. (See image in
previous step.)

10.| Click Save.

Aftachments (0} View Audit Logs

15
Worksheet Selection Worksheet Application

[ Retumn to Search [=] Notify || &% Refresh

11.| Click the Worksheet Action link. (See image in previous step.)
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Step | Action

12.| Select the Posting Action [Batch Standard].

Worksheet Action
Unit UCFO1 Worksheet ID 27735 Accounting Date 07/31/201%
Status Do Mot Post
Worksheet Action Posting Action Accounting Entry Action
Delete Workshest Action:| Do Not Post v
Warksheet Selection Waorksheet Application Warksheet Action

13.| Click Save.

[5] save || [&F Returnto Search | |[=] Notify

Note: This will be processed the next time the AR_UPDATE process is run.
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VI. CORRECTIVE (CREDIT) PAYMENT

When a credit deposit is required, follow these steps.

Stepn

Action

1.

Note: Information in steps 3, 5, and 7 must be identical to the deposit of the incorrectly
posted deposit to reverse all journals.

Navigate to Main Menu > Accounts Receivable > Payments > Online Payment >
Regular Deposit.

Favorites ~ | Main Menu
Search Menu:
Top Menu Featy @ P
OO Employee Self-Service 2
The menuisno| = Manager Sel-Service * lin
Menu to get stal (I Supplier Contracts 3
Highlights 3 Deparimental Authorization r
Recently Used = onemer '
appear under tf (3 Customer Contracts 4
menu, located B Order Management =
8 items 4
O3 suppliers 3
Breadcrumbs 8 Purchasing b
your navigation| &3 eProcurement »
;ng;cdc:{s; ol & Services Procurement 4
0O Grants »
8 Project Costing »
Menu Search, B3 Proposal Management L ﬁ
Main Menu, no| &1 Biling r
ahead which Ml . o s Recevaple | = Pending liems L | r
pages much fa. T B payments 31 Online Payments I =l  Regular Depaosit I
C3  Asset Management 8 customer Accounts & Electronic Payments I3
03 Banking 03 CustomsrInteractions | = DirectJoumal Payments "
B3 cash Management 01 Recewables Maintenan| = Review Payments '
8 commitment Control =R bies Analyss | - Reports "
3 General Ledger 8 r bles Update 4
3 Allocations =l colections Workbench
83 SetUp Financials/Supp| | Receivables WorkCenter
3  Enterprise Components »

Select the Add New Value tab.

Regular Deposit

Find an Existing Value [ Add a New Value I
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Stepn

Action

Enter values in the following fields:

a) Deposit Unit
b) Deposit ID [NEXT]

Regular Deposit

Im

ind an Existing Value Add a New Value

Deposit UnifucFo1 |Q |

Deposit IDJNEXT | (o}

Add

Click Add. (See image in previous step.)

Enter values in the following fields:

a) Bank Code [BOAT1]

b) Bank Account [ACH]

c) Deposit Type [C — Customer Receipts]

d) Control Total Amount (total amount of the deposit)
e) Count

Totals Payments
Unit UCFO01 DepositID NEX|
*Accounting Date 10/22/2019 |[3§
I *Bank Code BOA1 Q  BOA-ACH l
I *Bank Account ACH Q ool 4 I
I'Deposit Type C Q  Cust Recpt
Control Totals
IControI Total Amount -50.00 I *Count 1 I
Entered Total Amount -50.00 Count 1
Difference Amount 100.00 Count 0
Posted Total Amount 0.00 Count 0
Journalled Total Amount 0.00 Count 0

Grants - Process Billing

Course 4 — Unit 4, Page 28




@h UCF Financials

el  System Navigation for Grants

Step | Action

6. | Select the Payments tab.

7. | Enter values in the following fields:

a) Payment ID

b) Accounting Date (date payment was received)

¢) Amount (credit amount)

d) Currency

e) Payment Method [Check or Electronic Funds Transfer or Giro - EFT]
f) Customer ID

g) Business Unit

h) Qual Code [I]

i) Reference (invoice number, if known)

Favorites v | Main Menu v > Accounts Receivable v > Payments v > Online Payments v > Regular Deposit

Totals Payments

Unit UCFO1 DepositID NEXT Date 10/22/2019 Balance Balanced

Payment Information Find | View All First (4) 10f1 (» Last

Payment Seq 1 [ *Payment ID |100 *Accounting Date 10/22/2019 |[3] I FHE=
I Amount -50.00 ] ICunency UsD
Rate Type CRRNT Exchange Rate 1.00000000
Payment Predictor Journal Directly Range of References
I Payment Method | Check v ] Attachments (0) Apply Payment
Customer Information Find First (4 10f1 () Last
I Customer ID CNG50005 Q Business Unit UCFO1 Q [+][=]

Remit From CNG

Remit SetiD UCF01
Name US Department of Energy (DOE
Corporate CNGS50005 Corporate SetlD UCFO01

SubCust1 SubCust2

MICR ID Q Link MICR

Detail References

Reference Information Personalize | Find | View All | (2] | u:& First (40 10f1 (») Last
Qual Code Reference To Reference
10 Q Q & =
(5] Save ||[=] Notify ||<> Refresh % Add 2] Update/Display

Totals | Payments

8. | Click Save.

Totals | Payments
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Step | Action

9. | Select the Totals tab.

Favorites v | Main Menu

Totals Payments

10.| Ensure the Different Amount and Count are both zero (0).

Totals Payments

Unit UCFOT DepositID 5659 Deieto Deposit

View Audit Logs

& 10/22/2019 |[3j
‘Accounting Date 2y Control Currency USD Q

*Bank Code BOA1

Q. BoaacH Format Currency USD
*Bank Account ACH Q
*Deposit Type C Q Rate Type CRRNT
Exchange Rate 1.00000000 F[%
Control Totals Control Data
Control Total Amount -50.00 *Count 1 *Received [10/22/2019 |3
Entered Total Amount -50.00 Count 1 *Entered |10/22/2019 |[3)
| Difference Amount 0.00 Count 0 Posted
Posted Total Amount 0.00 Count 0 Assigned |kohimey Q
Journalled Total Amount 0.00 Count 0 User Ikohimey

[=] Notify ||<> Refresh % Add 2] Update/Display

Totals | Payments

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

Action

12.

Note: The next action is to apply the deposit to the same item the incorrect deposit was
applied to, to for all intents and purposes cancel the two deposits out.

Navigate to Main Menu > Accounts Receivable > Payments > Apply Payments >
Create Worksheet.

&91 UCF Financials

Navigator ~

Advanced Search

Favorites v |

Main Menu - >

Accounts Receivable v >

Totals Payn

Control Total

[o!

5] Save

=

Totals | Payments

Search Menu:

reppoOPOPOPPRPRPRPRRPOPOPDPRPRPRPRPRPOODPPPRPRPRED D

Employee Self-Service
Manager Self-Service

Supplier Contracts

Departmental Authorization

Customers

S

Prodt

Customer Contracts
Order Management
Items

Suppliers
Procurement Contracts

Purchasing

eProcurement
Services Procurement
Grants

Program Management
Project Costing

Proposal Management

®

» Deposit ID

*Count
»
» Count
» Count
b Count
»

Count

»

»

Payments v >

Online Payments v >

Delete Deposit

Control Currency USD

Format Currency

Rate Type

Exchange Rate

Control Data

Billing

Accounts Receivable
Accounts Payable
eSettiements

Asset Management
Banking

Cash Management
Deal Management
Risk Management
Commitment Control
General Ledger

Allocations

Statutory Reports

0 I I A o

=

Pending Items
Direct Debits

Drafts

»

*Received [10/22/2019 |5y

*Entered |10/22/201

Posted

Assigned |kohimey

User lkohimey

Payments

Credit Cards

Customer Accounts
Customer Interactions
Receivables Maintenan:
Receivables Analysis
Receivables Update

Collections Workbench

[,

 r 3 Ot I Y Y

Online Payments

]

Regular Deposit

Q
2y
o)
Q
% Add 27 Update/Display

Create Worksheet I

Electronic Payments
Direct Journal Paymentt
Cash Control Entries
Review Payments
Reports

Cash Drawer

=l  Finalize Worksheet

Request Payment Predictor

Update Worksheet

>

>

»

Receivables WorkCenter

Set Up Financials/Supply

Enterprise Components
v

Chain

»

»
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Step | Action

13.| Enter values in the following fields:

a) Deposit Unit
b) Deposit ID (Enter ID associated with the deposit.)

Create Payment Worksheet

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

Find an existing payment

Search Criteria

Deposit Unit| = v UCFO1 Q
th v §5659 I
Payr v
th v Q
Paym v v
th v
Assigned Ope! th v Q
Payment Pr L th v Q
Accounting Date| = v [31

Case Sensitive

14.| Click Search.

Search Clear Basic Search @ Save Search Criteria
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Step | Action

15.| On the Payment Worksheet Selection page, enter or verify the following
information:

a) Customer ID
b) Business Unit
¢) Qual Code [I]
d) Reference (same as the incorrectly applied invoice)

Favorites v | Main Menu  ~ > Accounts Receivabley > Paymentsv > Apply Paymentsv > Create Worksheet

Payment Worksheet Selection

Deposit Unit UCF01 PaymentID 100 Payment Predictor
DepositID 5 Payment Amount -50.00
Deposit Status None Applied Payment Status Identified

Customer Criteria
Customer Reference Find | View All First (' 10f1 () Last

Customer Criteria
Q Business Unit UCFO1 |Q + =]

Customer items

v

Icuslomer ID CNG50005

Name US Department of Energy (DOE

Remit SetiD UCFO01 Remit From ID CNG50005
Corporate SetiD UCF01 Corporate ID CNG!
MICR ID Q
Reference Criteria
Reference Criteria Item Reference Personalize | Find | View Al | 1| [E First (4) 10f1 (» Last
None v
Qual Code Reference To Reference
Restrict to
All Customers v ] [=
A I Q Q ==
Match Rule
Exact Match v
Detail Reference
Item Status
Item Inclusion Options
® All items Deduction Items Only Items in Dispute Only Advanced Inclusion Options
Exclude Collection Items Exclude Deduction Items Exclude Dispute Items
Worksheet Action
Build Clear Created at items 0
Worksheet Selection Worksheet Application Worksheet Action

[§lSave ||[@» Returnto Search (=] Notify || Refresh

16.| Click Build.

Worksheet Action

Ciear
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Sten | Action

17.

Check Line Items to apply the payment to.

Favortes~ | MainMenu v > AccountsReceivablev > Paymentsv > ApplyPaymenisv > Create Worksheet > Update Worksheet
indow | Help | Per
Payment Worksheet Application
Deposit Unit UCFO1 Deposit ID PaymentID 100 Payment Sequence 1 PaymentCurrency USD
Payment Accounting Date  10/2212019
Item Action Row Selection
Entry Type | Pay An Item v Reason Q Choice | Select Range of Items v Range Go
Item Display Control Row Sorting
Display [All ltems v Go % Sort All By Item v Go
Item List Personalize | Find | View All | & | B
Detail 1 || Detail2 | De Detail 4 || Detail5 | Detailg
viewoetail Bemit | s PayAmt  Cur femiD tem Customer  Type  Reason Disc D% ServicePurchaseld  Tax Status
B 205 cNGo32785_|@ Q [UcFor @ Q Q Q Not Applicable
B 2 7,4 Q Q [UcFol @ Q Q Q Not Applicable
B 3 17,48595 USD  [CNGO32791 |Q@ Q [UcFor @ Q Q Q Not Applicable
4 4064778 USD  [CNGOD32794 |Q Q [UcFor @ Q Q Q Not Applicable
B 4064773 USD  [CNGD32735 |Q Q [UCFOT |@  [CNG50005 |Q Q Q Not Applicable
B s Q Q [UCFo1_|@  [CNG50005 |Q Q Q Not Applicable
B 7 Q Q [uc Q  [oNGs! Q Q Q Not Applicable
B s 371148 USD  [CNG033280 |Q Q [UCFO1_|@  [CNG50005 |Q Q Q Not Applicable
LeisRnBet) Add Conversation  View/Update Conversations Letter of Credit ID
Balance
Amount Remaining Unearned 0.00
Selected Discount Eamed 0.00
Adjusted Write Off
Worksheet Selection Worksheet Application Worksheet Action Attachments (0) View Audit Logs
Fsave | |G RetuntoSearch || Refresh

18.| Verify the Type [PY].

Favortesv |  MainMenu > Accounts Receivablev > Paymentsv > ApplyPaymentsv > Create Workshest >  Update Worksheet
ey o sury -
Display [ All ltems v Go k3 Sort All By Item v Go
Item List Personalize | Find |
Detail 1 || Detail2 | Detail3 || Detai4 | Detail5 | Detail§
View Detail ';:{’1“" Sel Pay Amt Cur Item ID 'L‘z"g Unit Customer Type Reason Disc E‘:ﬁ Service Purchase ID Tax Status
2 Q Q [ucFor o Q Q Q Not Applicable
B 3 Q Q [ucFol o Q Q Q Not Applicable
4 -40,647.73 USD Q Q [ucFor o Q Q Q Not Applicable
40,647.78 USD Q Q [ucFoi @ Q Q Q Not Applicable
6 22,084.31 USD Q Q [ucFo1 o Q Q Q Not Applicable
B 7 10630.16 USD  [CNG033273 |Q Q [ucFo1 | Q Q Q Not Applicable
8 3,711.48 USD Q Q [ucFo1 o Q Q Q Not Applicable
B o v 5000 USD  [CNGD32281 |Q Q [ucFo1 | Q Not Applicable
1,283.85 USD Q Q [ucFo1 o Q Q Q Not Applicable
B 10 10648582 USD  [CNGD32282 |Q Q [ucFo1 | Q Q Q Not Applicable
B n 32,182.42 USD ci Q Q [UcFo1 |@ [CNGS0005 |Q Q Q Not Applicable
B 12 1331019 USD  [CNG03328¢ |Q Q [UcFo1 |@ [CNGS0005 |Q@ Q Q Not Applicable
B 13 19,468.61 USD Q Q [ucFo1 |@ [cNGS0005 |Q Q Q Not Applicable
B 1 29,120.81 USD Q Q [ucFo1 |@ NG Q Q Q Not Applicable
15 61.377.43 USD Q Q [UCFO1 |Q [CNGS50005 |Q Q Q Not Applicable
Add with Detail Add Conversation View/Update Conversations Letter of CreditID ASA
Balance
Amount Remaining 0.00 Unearned 00
Selected Discount 0.00 Earned 00
Adjusted 0.00 Write Off 0.00
Worksheet Selection Worksheet Application Worksheet Action Attachments (0) View Audit Logs

Grants - Process Billing
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Step | Action

19.| Ensure the Worksheet is balanced.

Balance
Amount -50.00 Remaining 0.00 Unearned 0.00
Selected 50.00 Discount 0.00 Earned 0.00
Adjusted 0.00 Write Off 0.00
Worksheet Selection Worksheet Application Worksheet Action Attachments (0) View Audit Logs
|L'l"] Save | b Returnto Search || &% Refresh

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

21.| Click the Worksheet Action link.

Worksheet Selection Worksheet Application Worksheet Action

Gl save ||[@ Returnto Search ||[=] Notify

22.| Verify the Posting Action [Batch Standard].

Payment Worksheet Action
Deposit Unit UCF01 DepositID 5659 PaymentID 100
Entered Date 10/22/2019 Status Do Not Post
Worksheet Action Posting Action Accounting Entry Action
Delete Worksheet Action:| Batch Standard v OK Create/Review Entries
Worksheet Selection Worksheet Application Worksheet Action
(Gl save ||/[Gh Return to Search [=] Notify

23.| Click OK.

DepositID 5659

Status Do Not Post

Posting Action

Action:| Batch Standard -

24.| Click Save.

Worksheet Selection

& Return to Search =] Notify

Note: This will be processed the next time the AR_UPDATE process is run.
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VIl. HOLD BILLING & REVENUE ON UNPAID COSTS

Contracts can be set up to hold billing and revenue on unpaid costs; when a voucher has not been
paid, this functionality will ensure that billing and revenue do not take into account items that
have not been paid. The exclusion of these lines in processing are noted in the Message log. This
functionality needs to be set up at the contract header to work properly. To set up a hold on
billing and revenue for unpaid costs, follow these steps:

Sten | Action
1. | Navigate to Main Menu > Customer Contracts > Create and Amend > Hold
Billing on Unpaid Cost.
Search Menu:
Top Menu Featy ® .
3  Employee Selfi-Senice 3
The menu is no| =  Manager Self-Service 3
Click on Main M 3 supplier Contracts 4
Highlights 03 Departmental Authorization 4
R Iy Usad 0 customers »
a;::;rtlfnd::t 03 Customer Contracts = 3 'J General Information
Imgnu‘ located { Order Management a5 rmine d Te 5 support Teams
® B tems 3 Manage Progress Payn [E  contract Notes
1 supplers 3 Update Contract Progre] ._1 ial Payment Terms
Breadcrumbs 0 Purchasing L3 schedule and Process E| Tivecl.:'nou g Distrib
display your nal (3 eProcurement M Review Revenue [ Amendment Detais
path and give y| Senvice curement | &3 Schedule and Process § Process Amendments
Eg;slggzenm [ G:rl's s Frocuem 3 Review Biling |5l Hold Billing on Unpaid Cost
3 Project Costing 3 Adjust Revenue and Biling 4
2. | Enter values in the following fields:
a) Business Unit
b) Select an Action [Update Contract and Lines Together]
c¢) Contract
Hold Billing and Revenue on Unpaid Cost
Search Criteria (2
ISeIect an Action | Update Contract and Lines Together v I
I Contract Q I Contract Status Q.
Contract Type s} Region Code Q.
Sold To Customer &} Contract Administrator Q
Sponsor Type Q Grants Payment Method M
Bill To Customer Q Letter of Credit ID Q
Existing Selection for Unpaid Cost| Show All v
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el  System Navigation for Grants

Step | Action

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

4. | Select the appropriate line by checking the box on the left of the line. (See image in
next step.)

5. | Place a check by the following:

a) Hold Billing on Unpaid Cost
b) Hold Revenue on Unpaid Costs

Contracts Personalize | Find | View All
General Contract Attributes Grants Attributes
Contract Contract Description Hﬁlspgii::igg:t" HoLIIdn :?:i:'jeggztcn Sold To Customer
DJEDJESJH Limiting losses to bacterial s rd rd University of Florida
& Select Al Clear All

6. | Click Update. (See image in previous step.)
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