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COURSE 4. PROCESS BILLING 

UNIT 4: RELATED BILLING PROCESSES 

I. REPRINT AN INVOICE  

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

Step Action 

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

2. Enter values in the following fields: 

a) Business Unit 
b) Award ID 
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Step Action 

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

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

 

5. Click the Billing Plans link.  

 

6. Click the appropriate B10X bill plan link (where “X” represents a number) from the 
Plan column. 
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Step Action 

7. Select the History tab.  

 

8. Select the Billing tab.  

 

9. Note the Invoice Number.  
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Step Action 

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

 

11. Select the Add a New Value tab.  

 

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

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

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.  

 

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

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

17. Ensure FXCGALLR is selected. 

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

19. Click the Report Manager link.  

20. Select the Administration tab.  
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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.  

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

Step 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.  

 

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

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

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

5. Set up the Run Control as follows: Range Selection [select Run Date] 

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

7. Check the Line of the process to reprint.  

8. Click Run. The Process Scheduler Request dialog box displays.  

9. Ensure Formatted Letter of Credit is selected.  

 

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

11. Click Report Manager.  
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Step Action 

12. Select the Administration tab. 

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

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

 

2. Select the Add a New Value tab.  
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Step Action 

3. The following values default when clicking Add: 

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

 

4. Enter values in the following fields: 

a) Cust ID (select sponsor) 
b) Business Unit 
c) Qual Code [I] (A value in this field is only needed if the invoice is known.) 
d) Reference (choose the invoice)  

5. Click Build.  
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Step Action 

6. Enter the Entry Type [Refund a Credit].  

 

7. Select the Line to be refunded. 

Note: Adjust the payment amount as necessary.  

8. Enter values in the following fields: 

a) Type [RC or RRC] 
b) Reason  
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Step Action 

9. Click Save.  

 

10. Click the Worksheet Action link 

 

11. Ensure the Posting Action is Batch Standard. 

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. 
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Step Action 

14. Select the Add a New Value tab.  

 

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

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]  

 

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

19. Ensure AR_REFUND is selected. 

  

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

21. Click the Process Monitor link.  

 

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

24. Enter values in the following fields: 

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

 

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

26. Verify the Refund was processed.  
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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:  

Step Action 

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

2. Select the Add a New Value tab.  

 

3. The following fields default: 

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

 

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) 
c) Qual Code [I] 
d) Reference (choose the invoice) 

6. Click Build.  

 

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

8. Select the Line to be refunded.  

Note: Adjust the payment amount as necessary. 

9. Enter values in the following fields: 

a) Type [WOD/WOC] 
b) Reason 

10. Click Save.  

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

12. Select the Posting Action [Batch Standard].  

 

13. Click Save.  

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

Step Action

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

2. Click Add a New Value tab.  

 

3. Enter values in the following fields: 

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

 

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) 
c) Qual Code [I] 
d) Reference (choose the invoice) 
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Step Action 

6. Click Build.  

 

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

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

 

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

10. Click Save.  

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

12. Select the Posting Action [Batch Standard].  

 

13. Click Save.  

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.  

Step 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. 

 

2. Select the Add New Value tab.  
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Step Action 

3. Enter values in the following fields: 

a) Deposit Unit 
b) Deposit ID [NEXT] 

 

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

5. Enter values in the following fields: 

a) Bank Code [BOA1] 
b) Bank Account [ACH] 
c) Deposit Type [C – Customer Receipts] 
d) Control Total Amount (total amount of the deposit) 
e) Count  
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Step Action 

6. Select the Payments tab.  

 

7. Enter values in the following fields: 

a) Payment ID 
b) Accounting Date (date payment was received) 
c) 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) 

8. Click Save.  
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Step Action 

9. Select the Totals tab. 

 

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

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

 

14. Click Search.  
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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  
c) Qual Code [I] 
d) Reference (same as the incorrectly applied invoice) 

 

16. Click Build.  
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Step Action 

17. Check Line Items to apply the payment to.  

 

18. Verify the Type [PY]. 
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Step Action 

19. Ensure the Worksheet is balanced.  

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

21. Click the Worksheet Action link.  

 

22. Verify the Posting Action [Batch Standard]. 

 

23. Click OK.  

 

24. Click Save.  

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

Step Action 

1. Navigate to Main Menu > Customer Contracts > Create and Amend > Hold 
Billing on Unpaid Cost. 

 

 

2. Enter values in the following fields: 

a) Business Unit 
b) Select an Action [Update Contract and Lines Together]  
c) Contract 
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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  

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

 

 


