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Introduction

The PeopleSoft Financials Training Guide was produced by using the User Productivity
Kit (UPK) / On Demand Training application. The Training Guide is comprised of 3
levels:

e Modulei PeopleSoft component

e Lessori Description level
e Topic- Procedure

Al | |l evel s are i dentified with the prefix AST

PeopleSoft Financial Modul@gaining Guides are available on the Office of
Management & Budget websiteww.nd.gov/fiscal/accounting/manuals

The PeopleSoft Financials Module Online Tutorials and Job Aids are available by
clicking on the Help menu in PeopleSoft Financials.

ORACLE’

Noticeto Users:

e All Training Guide content was recorded in the PeopleSoft Test environment
(NDFT). TheNDFT logo will appear on the screen shots in this document;
however, this will not beeen in the Production environment.

e The PeopleSoft Tools upgrade was implemented in October 2010. This change
does not affect the actual material represented in the Training Guides/Job Aids;
however, the main menu screens in the training material ookydifferent than
the actual PeopleSoft Production environment.


http://www.nd.gov/fiscal/accounting/manuals
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ST Module 7 - Billing
Billing Module

PeopleSoft Billing processes billing information to create invoidde Billing module allows
you to:

Create customers

Create bills

Receive billing data from other PeopleSoft applications
Receive billing date from neReopleSoft applications
Create interand intraunit bills

Review and validate bills

Adjust invoices

To view or print the Billing Trainig Guide, click on OMB's training webpage:
(http://www.nd.gov/fiscal/accounting/manukpls

ST Lesson 7.1 - Creating Customers
Creating Customers

Governmental entities, businesses or individudde owe agencies for goods or services
rendered are defined as customekscustomer must be set up prior to creating a
billing/receivable. The user has the option of assignangniqueCustomer ID or allowing the
system to assign a pdefined autenumter.

PeopleSoft Billing allows you to identify different types of customer relationships and billing
methods.This section creates and maintains information for regular online billing customers.

Page 1


http://www.nd.gov/fiscal/accounting/manuals

Training Guide
Module 7 - Billing

ST 7.1.1 - Adding a New Customer
Adding a New Customer

Navigation: Customers > Customer Information > General Information

Customers must be established before they can be billdding a New Customer involves
creating the customer name, address, billing type and contact information.

Procedure

This topc shows how to Add a New CustomeX.customer must be set up and in Active Status
in order for a bill to be created and the account receivable established.

(_:‘Emplnyee-[ating registry content - Windows Internet Explorer

@:__:-:v |g, https:/ fviviw, connectnd, us/psp/ndft EMPLOYEE[ERPIR 7 tab=0EFALLT j 5 @ 2 || X I:’ Live Search pelE]

7 Favarites ‘ 9% @] Suggested Sites = @ | Wsb Slice Gallery -

= >
{E& Employee-facing registry content ﬁ - - [ = - Page - Safety - Tools - @v

ORACLE" You are on Database: NDFT . . ; > =

Favarites = Main Menu
- i -

Fersonalize Content | Layout
|Menu [2] (=]

Search:
®

[ My Favorites

[» Data Expansion Tools
[» Employes Self-Senvice
[» Manager SelfService
[> Supplier Contracts

> Custamers

[> Pariners

[> Products

[» Catalog Management
[> Promotions

[» Customer Caontracts

[» Order Managerent

[> Pricing Configuration
[» Customer Returns

[ tems

[> Cost Accounting

[> Yendors

I» Purchasing

[* Inventary

[» eProcurerment

[» Services Procurerment
[> Sourcing

I» Engineeting

[> Manufacturing Definitions
[» Production Control

[» Configuration Modeler
[> Product Configurations
[+ Guality

[> Demand Flanning

[= Inventory Palicy Planning LI

https: ffwew . connectnd  uspspfndft{EMPLOYEE [ERPYs/WEBLIE_PTPP_SC HOMEPAGE FieldFormula.ISc | Tkernet | Frotected Mode: OFF o | miome -

Costart| | 5, M 7] @ |[& Employee-facing regi.. <@ Yy

Step Action

1. Click theCustomerslink.
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Step Action

2. Click theCustomer Information link.
Eustumer Information
3. Click theGeneral Information link.

Eeneral Information

6= General Information - Windows Internet Explorer

g\:__: |- |g, hittps: v, connectnd. us/pspindftEMPLOYEEJERP o/ MATMTATN_CLISTOMER S, CUSTOMER _GEMERAL . GEL j ([ #2 | |:‘_' Live Search 2|
< Favorites ‘ 9% @ Suggestad Sites * @ | Web Slica Gallery

= »
(& General Informatian @ < - ) = - Page - Safety ~ Tools - @v

ORACLE" You are on Database: NDFT

Favorites - Main Menu > Customers > Customer Information > General Information
E - -

ale 3 Sign out
1 Mew window P Help ,
v

General Information
Enter arry infarmation you have and click Search. Leave fields blank for a list of all values

Find an Exist [ Add a MewValue |

Maxirmum number of rowes to return {up to 3003|300

SetlD: |= = STATE Q

Customer ID: | begins with =] | a
Mame 1:  [begins with x|
Telephone: |begms withj|
City: |begins with = ||
State: |begmswith:||

Postal Code: |hegms with j |
™ Include History [~ Correct History [~ Case Sensitive

| Search | Clear |pasic Search B Save Search Criteria

Find an Existing Value | Add a Mew Yalue

4] | i
javascript: submitAction_win0{document.wind, '#ICSwitchMode"); '_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | 00 - A

Lostart| | G B 7] @ |[ /& General nformation -... BEE i

Step Action
4, Click theAdd a New Valuetab.

|/ Add a New Valug

5. Customer ID will default ttNEXT and cannot be overridden.

Note: Some agencies may be able to override this ID and enter a unique Cust
ID number. This feature wasstablished during initial set up.

6. Enter the desired information into the&istomer ID field. Enter TEST 1"
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Step Action
7. Click theA_dd button.

,_C: General Information - Windows Internet Explorer
57::;; = [&] hitps: fuwn. connectnd. us{pspindfH{EMPLOYEE/ERP JcMATNTAIN_CUSTOMERS . CUSTOMER_SENERAL.GEL [\ G || €2 || | [&Y Live Search (2]
{} Favorites ‘ {3 € | Sugoested Sites ~ @ | Web Slice Gallery =

@General Infarmation & - - [ @ -~ Page » Safety = Tools = @v >

ORACLE" You are on Database: NDFT

Favorites - Main Menu > Customers > Customer Information > General Information
: - -

E Newwindow  ? Help [ customize Page B hitg 2]

hkEa

General Info Bill To Cptions Ship To Options Sold To Cptions Miscellaneous General Infa

SetlD: 12500 Customer ID: TEST_1 General Info Links: | - More [

*Customer Status: | Active j' Copy From Customer  Lewel: I Regular :['
‘Date Added: 1210772010 |[5) “gince: 120772010 |5 - ~
“Name 1 ul *Short Name:

Hame 2: |

Currency Code: a Rate Type: a -

I~ Bill To Customer ™ correspondence Customer
Bill To Selectinn Correspondence Selectinn
[ Ship To Customer I Remit From Customer
Ship To Selection Eermit Fram Selection
[~ Sold To Customer ¥ Corporate Customer
Sold To Selection Corporate Selection
[ Broker Customer I idation Ci = B Unit: I
[ Indirect Customer I Grants Management Sponsor

Federal Attributes

[ Federal Customer Trading Partner Code: Disbursing Office:
< | ]
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | F00% =

f'_‘startl J i 4] @ @ JI @ General Information -... Ugﬂ @(}’J

Step Action
8. Enter the desired information into thNeme 1field. Enter TEST, JOE".

Note: Last name first andpper case is recommended for ease in sorting throug
the customer database.

9. Enter the desired information into t@eirrency Codefield. Enter USD" - (United
States Dollar).

10. Enter the desired information into tRaite Typefield. Enter"CRRNT" - (Cumrent).
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Step Action
11. Click theBill To Customer option to select the Role.
Once theBill To Customelis selected, th€orrespondenc€ustomer an®kemit
From Customeroles will automatically be selected.
W Bill To Customer
12. Click theShip To Customeroption.
| ¥ ship To customer|
13. Click theSold To Customer option.
| ¥ Sold To Cus’tumer|
14. Enter the desired information into thieam Codefield. Enter"TEAM ".
15. Select théDefault option.
16. Select theBill To option.
17. Select théPrimary option.
18. Select theShip To option.
19. Select theéPrimary option.
20. Select theSold Tooption.
21. Select thé’rimary option.
22. Enter the desired information into tBescription field. Enter"MAIN ".
23. Enter the desired information into tAeldress 1field. Enter"1234 MAIN
STREET".
24, Enter the desired information into tldty field. Enter'BISMARCK ".
25. Enter the desired information into tB¢atefield. Enter"ND".
26. Enter the desired information into tRestalfield. Enter'58501'.
27. Click theBill To Options tab.

Bill To Optiohs |
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fﬁ General Information - Windows Internet Explorer
GT::;; = [&] hitps: fuwwn. connectnd. us{pspindfHEMPLOYEE/ERP /cMAINTAIN_CUSTOMERS CUSTOMER_SENERAL.GEL (]| G || €2 || | [&Y Live Search (2]
7 Favaries ‘ 9% @ Suggested Sites = @ | Web Slice Gallery =

gGeneraI Infarmation & - - [ @ -~ Page » Safety = Tools = @v >

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChannel Console | AddtoFavortes | Sign out
Favovrltes EMaln_Menu s Customers > Customer Information > General Inforrnation
: - -

General Info Ship To Options Sold To Cptions Miscellaneaus General Infa

SetiD: 12500 Customer: TEEST_1 TEST, JOE

E Mewwindow 7 Help [ customize Page B hitg 2]

hkEa

Customer Bill To Options a1 First Kl qora B ae

*Effective Date: |1 207/2010 [5 "SIatus:IAC""e j‘ Currency Code:  LSD Rate Type: CRRNT [ [=]
Responsibilities:

Credit Analyst: C| Q Collector: Q AR Specialist: =
Bill Ingquiry Phone: Q Billing Specialist: Q Billing Authority: Q

Billing Options Billing Consolidation Data
[¥ Direct Invoicing Consolidation Key: |
I~ Prompt for Billing Curren:
n 4 il SetlD: Q Customer ID: Q
*Freight Bill Type: Shipping =
Blanket Purchase Orders
Bill Type: Q
Blanket PO Humber: |
Billing Cycle Identifier: Q
Start Date:
Invoice Form: Q a © B
Bill By Identifier: Q End Date: B
AR Distribution Code: Q [ Purchase Order Required
N [ Disable Prices on Receipt
InterUnit Billing
| I InterUnit Customer Immediate Payment Options | M|
[l 3
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | H00% -

;‘."_'Startl J i .l e JI & General Information -... Ugﬂ @(}’J

Step Action

28. Enter the desired information into tlBeedit Analyst field. Enter"CREDIT ".
29. Enter the desired information into t@®llector field. Enter*COLLECT ".
30. Click theLook up Bill Inquiry Phone (Alt+5) button to select a phone number.

=

31. Click theOffice of Attorney General link.
[Office of Attorney Generall

32. Enter the desitinformation into theBill Type field. Enter'MSC".

Note: Bill Types may vary by agencyl his depends on how the billing is being
issued.MSC is for miscellaneous billings and IDB is for InterDepartmental
Billings.

33. Click theLook up Billing Cycle Id entifier (Alt+5) button.

=
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Step Action

34. Click theOn Demandlink.
Note: The On Demand option is used for customers that are randomly bilhex.
Monthly option is used for customers that are billed on a monthly or scheduled
cycle. The other Billing Cycle Idetifier options are not used at this time.
ion Demand

35. Click theLook up Invoice Form (Alt+5) button.

36. Click the Standard link.
Note: The Standard link is the ONLY Invoice Form used.
Do not use any other Invoice Form.
Standard

37. Click theLook up AR Distribution Co de (Alt+5) button.

38. Click the Accounts Receivabldink.
Eccuunts Feceivable

39. If the Customer is a state agency and needs to be billed by IDB, you can seleq
InterUnit Customer; however OMB must populate the GL Business Unitipdibr
that agency.
We will NOT be usingt in this example.
Note: See also Topic 7.2-:1Adding an InterUnit Customer.

40. Click the Savebutton.

41. This topic showed how to Add a New Customer.

End of Procedure.
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ST 7.1.2 - Updating Customer Information
Updating Customer Information

Navigation: Customers > Customer Information > General Information

Customer information can be modified by adding the new information and using effective dates.
This is optimal in retaining customer history.

Procedure

This topic shows how to Upda@ustomer Information.

(_:‘Emplnyee-[ating registry content - Windows Internet Explorer

5«:.:'|g, hittps: | fieva, connectnd, us/ psp/ndfEEMPLOYEEJERP (h 7t ab=DEFALLT j G || B[] = |;-_v|_we Search o[-

7 Favarites ‘ % @] Suggested Sites - @ | Wsb Slice Gallsry -

= >
{E& Employee-facing registry content ﬁ = - [ = - Page - Safety - Tools - @v

ORACLE" You are on Database: NDFT = —
Favarites = Main Menu
Personalize Content | Layout
|Menu [2] (=]

Search:

J—  ®

[ My Favorites

[» Diata Expansion Tools
[» Employes Self-Senvice
[> Manager SelfService
[> Supplier Contracts

[» Custamers

[> Pariners

[» Products

[» Catalog Management
[> Promotions

[» Customer Caontracts

[» Order Managerent

[> Pricing Configuration
[» Customer Returns

[ tems

[> Cost Accounting

[ Wendors

I» Purchasing

[= Irventary

[» eProcurerment

[» Services Procurerment
[> Sourcing

[» Engineering

[> Manufacturing Definitions
[» Production Caontral

[» Configuration Modeler
[ Product Configurations
I Quality

[> Demand Flanning

[= Inventory Palicy Planning LI

https: ffwew .connectnd  us{pspfndft{EMPLOYEE [ERPYs/WEBLIE_PTPP_SC HOMEPAGE FieldFormula.ISc € mikernet | Protected Mode: OFF a v [ mioe -

Costart| | 5, M 7] @ |[& Employee-facing regi.. <@ Y

Step Action

1. Click theCustomerslink.
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Step Action

2. Click theCustomer Information link.
Eustumer Information
3. Click theGeneral Information link.

Eeneral Information

ﬂ: General Information - Windows Internet Explorer

5\—-\:}: - |g, hitps: i connectnd. is{pspydft EMPLOVEE JERP,ic/MATNTATN_CLISTOMERS. CLISTOMER_GENERAL GEL = || G |[#2 || x| |{? Live Search |2 |-

{3‘ Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +

= »
(& General Informatian @ < - ) m=n - Page - Safety ~ Tools - @v

ORACLE" You are on Database: NDFT

Favorites - Main Menu > Customers > Customer Information > General Information
E - -

 Mew window P Help B http

hkEa

General Information

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

Find an Existing Yalue Add a Mew Value

Maxirmum number of rowes to return {up to 3003|300

SetlD: |= = 12500 Q

Customer ID:[begins with =] | aQ
Mame 1:  [begins with x|
Telephone: |begms withj|
City: |begins with = ||
State: |begmswith:||

Postal Code: |hegms with j |
™ Include History [~ Correct History [~ Case Sensitive

| gearch | Clear |pasic Search B Save Search Criteria
Find an Existing Value | Add a Mew Yalue
4] | i

Done [ [ [ [€meemet | Protected Mode: OFf o v (B -
Lostart| | G, B 7] @ |[ & General nformation -... < &m0

Step Action
4, Enter the desired information into tBeistomer ID field. Enter"test".

Note: If you do not know the Customer ID, type in a portion of the ID and click
"Look Up" magnifier, or enter the name in thame 1 field and click Search.

5. Click theLook up Customer ID (Alt+5) button.
6. Click the TEST, JOE link.
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Step Action
7. Click theS(_aarch button.

lC: General Information - Windows Internet Explorer

57::;; = [&] hitps: fuwwn. connectnd. us{pspindfHEMPLOYEE/ERP /cMATNTAIN_CUSTOMERS . CUSTOMER_SENERAL.GEL (]| G || 2 || | [&Y Live Search (2=
i} Favorites ‘ {5 €| Suggested Sites ~ @ | Web Slice Gallery =

_ré General Information

i v B v [ gm v Page v Safety > Tooks v v

ORACLE" You are on Database: NDFT

Favorites - Man Menu > Customers > Customer Information > General Information
; - -

St tprarne

¥ So0ld 10 ¥ Primary 1| Correspondence Address o |l
[T RFID Enabled AT Default WAT Senvice Treatrment Setup s
Address Details Find | View 1 First &1 4 of4 D3 Lact
*Effective Date: 1210712010 | *Status: [ctive 7l Language cose:  [Enaien =] =]
Tax Code: Q. Physical Nature: I j' Where Perfurmed:l j'
Country: USA QU United States Alternate Names
Address 1:  [1234 MAIN STREET
Address 2 |
Address 3: | Wiew Phone Information
I In City Limit
city: [BIsMaRCK
County: [ Postal: 58501
State: MND Q. Morth Dakota
General Info Links: I ~More =l

Return to Custormers

Save | L Returnto Search Hletify 1 Refresh By Add | |JE UpdateDisplay. Include History Correct History
]

General Info | Bill To Options | Ship To Options | Sold To Options | Miscellaneous General [nfo

4] | ]
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | F00% =
f'Starll J LmEYeé JI & General Information -... « )

Step Action

8. Correct History status must be enabled before any changes can be made to th
customer.

Click theCorrect History button.
[ Correct History |

9. Click theAdd a new row at row 1 (Alt+7)button.

Note: This is an address change which is made irAddress Detailsection.

Specific customer detail changes must be made in the appropriate sections.
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Step Action

10. Click theShow next row (Alt+.) button. This will create a new recordlhe
Effective Date will default to the current date.

Note: There are now 2 recds. The newupdatedrecord becomes record 1.

D]

11. Access record 2 (the original record with the older Effective Datk)s record
must be Inactivated.

Click theStatuslist.

(_ General Information - Windows Internet Explorer [_[=]x]
: || B L =
@g} = [&] https: /e, connectnd. usipspindftEPPLOVEEJERPc/MAINTAIN_CLSTOMERS cUsTOMER_sENERAL GEL (]| G || 42 /|2 | [8 Lve search =28

S Favortes | 55 @] Suggested Sites ~ @] Weh Slice Galery -

g General Information

ﬁ © = @ - Page = Safety ~ Tools = @v »

ORACLE" You are on Database: NDFT

| MutiChanne
Favovrites MainvMenu > Customers > Customer Information > General Informnation
H - -

[ Federal Customer Trading Partner Code: Dishursing Office: - |
Support Teams i Fpot Kl qora D oot
Team Code Default Description
TERM QW Team E

Address Locations

Find | "iew &1 First ED 4 0f 4 D Lact

) ] - =
v v

“Location: 1 MBillTo ™ Primary ™ Broker [ Primary

M shipTo ™ Primary ™ indirect ™ Primary

¥ sold To ¥ Primary " correspondence Address

Description: |MA|N

[T RFID Enabled  YAT Default WAT Semice Treatment Setup
1 First Kl 2072 1 Lost

*Effective Date: 12072010 *Status: Language Cove:  |Enatisn =] [FIE]
Tax Code: Q. Physical Nature: I :l' WherePerformed:l—Ll

Address Details

Country: USA QU United States Alternate Names

Address 1; 1234 MAIN STREET ]

Address 2: | ’— |

Address3: | Wiew Phane Infarmation

™ In City Lirnit

Citw: [BIsMARCK

Canmhe [ Dnctal: ARAM1 =
4| | .

’7’7’7’7 ’7 ’7 ﬁ Internet | Pratected Mode: OFF ‘fﬂ = | 0% - A
Costart| | G, B 7] @ |[& General Information -... <@ Y

Step Action
12. Click thelnactive list item.

Ihactive
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fﬁ General Information - Windows Internet Explorer

% = [&] hitps: fuwws. connectnd. us{pspindfHEMPLOYEE/ERPJcMATNTAIN_CUSTOMERS . CUSTOMER_GENERAL.GEL [\ G || 2 || | [&Y Live Search (2]
{} Favorites ‘ {3 €| Suggested Sites ~ @ | Web Slice Gallery =

g General Information

ORACLE" You are on Database: NDFT

Favorites - Main Menu > Customers > Customer Information > General Information
: - -

I~ Federal Customer Trading Partner Code: Disbursing Office:

Support Teams

Team Code Default Description
TEAM O Tearn =

Address Locations

“Location: 1 M BillTo ¥ Primary T Broker [ Primary
¥ ship To ¥ Primary Mindirect [ Primary
v Sold To ¥ Primary I Correspondence Address

Description: |MA|N

[ RFID Enabled AT Default WAT Service Treatrnent Setup

Address Details

*Effective Date: 12072010 “Status: IInacli\re 'I Language Code: IEninsh vl F[=
Tax Code: @ physical Nature: | =] where Performes:| -1

Country: USA QU United States Alternate Names

Address 1: |1 234 MAIN STREET

Address 2 [ | |

Address 3 | igw Phone Information

I In City Limit

City: EEIGES

P [ Dnctal- [amans | b
4| | -
javascript:submitAction_win0{document.wind, $ICField95shtop$0'); ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF ’\fn_-| 00 A

Jf'Starll J S mTY e JI & General Information -... = )

Step Action

13. Click theFirst link to access the new record.
First

14. Enter new address information.
15. Click theSavebutton.

16. This topic showed how to Update Customer Information.
End of Procedure.
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ST Lesson 7.2 - Creating InterUnit Customers and Bills
Creating InterUnit Customers and Bills

PeopleSoft Billing allows you to identify different types of customer relationships and billing
methods. This section creates and maintaim&rUnit customer information for billing.

ST 7.2.1 - Adding an InterUnit Customer

Adding an InterUnit Customer

Navigation: Customers > Customer Information > General Information

Customers must exist before they can be billkdding a New Customer involves creating
customer name, address, billing type and contact information. InteZusiibmers can be billed
and paid electronically in PeopleSoft.

Procedure

This topic shows how to Add an InterUnit Customer
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mployee-facing registry content - Windows Internet Explorer

5\:_: = [&] https: fwon.connectnd. us/pspindFt/EMPLOYEEJERF hy7tab=DEFALLT =l & |E|l§|lz| |&¥ Live Search | 2=

T:f Favorites ‘ {c‘; € | Sugoested Sites + @ | Web Slice Gallery +

- »
@Emp\oyee-l’aclng registry content ﬁ - v [ mm -~ Page~ Safety = Tools » @v

ORACLE" You are on Database: NDFT : . = =

Hoime:

Favrites - Main Menu
Persanalize Cantent | Layout
|Menu (=]

Search:
®

[ Wty Favorites

[ Diata Expansion Tools
> Employee SelfService
[> Manager Self-Service
[» Supplier Contracts

> Customers

> Partners

[» Products

[> Catalog Management
[» Promotions

[» Customer Contracts

[ Order Management

[» Pricing Configuration
[» Customer Returns

[ tems

[» CostAccounting

[ %endors

[= Purchasing

[ Inventary

[> eProcurement

[» Services Procurement
[» Sourcing

[> Engineering

[» Manufacturing Definiions
[» Production Contral

[> Canfiguration Modeler
I» Product Configurations
[ Cuality

[> Demand Planning

I Inventary Folicy Flanning jhd|

https:f fvww connectnd usfpspindfE{EMPLOYEEERP) s WEBLIE_PTPP_SC HOMEPAGE  FieldFarmula,I5c ﬁ Internet | Pratected Mode: OFF ¥5 - | 100 - A

f'startl J ﬂ. | e JI & Employee-facing regi... ﬂ @(}’J

Step Action
1. Click theCustomerslink.

2. Click theCustomer Information link.
Eustumer Information

3. Click theGeneral Information link.

Eeneral Information
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6: General Information - Windows Internet Explorer

% % [&] https: fwwmn. connectnd. us/pspindFt{EMPLOYEE/ERP jc/MATNTAIN_CUSTOMERS.CUSTOMER_GENERAL.GBL (]| G || €2 || X | [&¥ Live Search (2=
{;‘ Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +

=
(& General Informatian @ < | @ -~ Page - Safety - Tools @v

ORACLE" You are on Database: NDFT

| MuttiChannel
Favorites | Main Menu > Customers > Customer Information > General Information
H - >

B ew window P Help B ntip
General Information

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

[ Add a MewValue |

Maxirmum number of rowes to return {up to 3003|300

SetlD: |= - ETATE Q

Customer ID: | begins with =] | a
Mame 1:  [begins with x|
Telephone: |begms withj|
City: |begins with = ||
State: |begmswith:||

Postal Code: |hegms with j |
™ Include History [~ Correct History [~ Case Sensitive

| Search | Clear |pasic Search B Save Search Criteria
Find an Existing Value | Add a Mew Yalue
4] | i

javascript: submitAction_win0{document.wind, '#ICSwitchMode"); '_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | 00 - A
Lostart| | G B 7] @ |[ & General nformation -... < &m0

Step Action
4, Click theAdd a New Valuetab.

|/ Add a New Valug

5. Enter the desired information into tbeistomer ID field. Enter'602.9'.

Note: InterUnit Customers are state agencies that pay through the Accounts F
module. These Customer ID numbers should cale with the agency number.

0. Click the Add button.
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,_C: General Information - Windows Internet Explorer

57::;; = [&] hitps: fuwwn . connectnd. us{pspindfHEMPLOYEE/ERP/cMATNTAIN_CUSTOMERS . CUSTOMER_SENERAL.GEL (]| G || 2 || | [&Y Live Search (2]

i} Favorites ‘ {5 €| Suggested Sites ~ @ | Web Slice Gallery =
»
1€ general Information & v -~ [ @ ~ Page - Safety » Tools » @v

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChannel Console | AddtoFavortes | Sign out

Favorites — Main Menu > Customers > Customer Information > General Information
‘ &) ~
B Newwindow P Help [ Custornize Page B htp Al

General Info Bill To Cptions Ship To Options Sold To Cptions Miscellaneous General Infa

SetiD: 12500 Customer ID: 502.3 General Info Links: | -Mare [
*Customer Status: | Active j' Copy From Customer  Lewel: I Regular :['
‘Date Added: 121092010 | *Since: |1 2092010 |[5 “Type: [Usert -
“Name 1 | *Short Name:

Hame 2: |

Currency Code: a Rate Type: a -

I~ Bill To Customer ™ correspondence Customer
Bill To Selection Caorrespondence Selection

[ Ship To Customer I Remit From Customer
Shin To Selection Remit Fram Selection

[~ Sold To Customer ¥ Corporate Customer
Sold To Selection Corporate Selection

[ Broker Customer I idation Ci = idation Busi Unit: I

[ Indirect Customer I Grants Management Sponsor

Federal Attributes
[ Federal Customer Trading Partner Code: Disbursing Office:
4| | 3|
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | 00 -

A"'Starll J L2mEYeé JI & General Information -... « )

Step Action

7. Enter the desired information into theme 1field. Enter' AGRICULTURE
STUDY COUNCIL".

8. Enter the desired information into t@airrency Codefield. Enter*USD".

9. Enter the desireshformation into theRate Typefield. Enter"CRRNT".

10. Select thaBill To Customer option.

Once the Bill To Customer is selected, the Correspondence Customer and Re
from Customer will automatically be selected.

| Bil To Customer|
11. Select theShip To Customeroption.
| ship To customer|
12. Select theSold To Customeroption.
| Sold To Customer|
13. Enter the desired information into theam Codefield. Enter" TEAM ".
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14. Select theDefault option.

15. Select theBill To option.

16. Select théPrimary option.

17. Select theShip To option.

18. Select théPrimary option.

19. Select theSold Tooption.

20. Select thé’rimary option.

21. Enter the desired information into tBescription field. Enter"MAIN ".

22. Enter the desired information into tAeldress 1field. Enter"600 EAST
BOULEVARD ".

23. Enter the desiredhformation into theCity field. Enter'BISMARCK ".

24. Enter the desired information into tBeéatefield. Enter"ND".

25. Enter the desired information into tRestalfield. Enter'58505.

26. Click theBill To Options tab.
| Bill To Optighs
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fﬁ General Information - Windows Internet Explorer

% = [&] hitps: fwwn . connectnd. us{pspindfHEMPLOYEE/ERP /cMATNTAIN_CUSTOMERS . CUSTOMER_SENERAL.GEL (]| G || 2 || | [&Y Live Search (2]

i} Favorites ‘ {3 €| Sugoested Sites ~ @ | Web Slice Gallery =

gGeneraI Infarmation & - - [ @ -~ Page » Safety = Tools = @v >

ORACLE" You are on Database: NDFT

Favorites - Main Menu > Customers > Customer Information > General Information
: - -

General Info Ship To Options Sold To Cptions Miscellaneaus General Infa

SetiD: 12500 Customer: 6029 AGRICULTURE STUDY COUMNCIL

E Mewwindow  ? Help [ customize Page B hitg 2]

hkEa

Customer Bill To Options ing | view s First E 4 0r1 D gt

*Effective Date: |1 2092010 [5 "SIatus:IAC""e j‘ Currency Code:  LSD Rate Type: CRRNT [ [=]
Responsibilities:

Credit Analyst: | Q Collector: Q AR Specialist: Q
Bill Ingquiry Phone: Q Billing Specialist: Q Billing Authority: Q

Billing Options Billing Consolidation Data
[¥ Direct Invoicing Consolidation Key: |
I~ Prompt for Billing Curren:
n 4 v SetiD: Q Customer ID: Q
*Freight Bill Type: Shipping =
Blanket Purchase Orders
Bill Type: Q
Blanket PO Humber: |
Billing Cycle Identifier: Q
Start Date:
Invoice Form: Q a © B
Bill By Identifier: Q End Date: B
AR Distribution Code: Q [ Purchase Order Required
N [ Disable Prices on Receipt
InterUnit Billing
| I InterUnit Customer Immediate Payment Options | M|
[l 3

’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | H00% =
Jf'Starll J S.mY e JI & General Information -... = )

Step Action

27. Enter the desigkinformation into theCredit Analyst field. Enter"CREDIT ".
28. Enter the desired information into t@®llector field. Enter*COLLECT ".
29. Click theLook up Bill Inquiry Phone (Alt+5) button to select a phone number.

=

30. Click theOffice of Attorney General link.
[Office of Attorney General

31. Click theLook up Bill Type (Alt+5) button.
32. Click thelDB (InterDepartmental Billing) link.
33. Click theLook up Billing Cycle Identifier (Alt+5) button.

=
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Step Action
34. Click theMonthly link.
Note: The On Demand option is used for customers tieataxdomly billed.The
Monthly option is used for customers that are billed on a monthly or scheduled
cycle. The other Billing Cycle Identifier options are not used at this time.
35. Click theLook up Invoice Form (Alt+5) button.
36. Click the Standard link.
Note: The Standard link is the ONLY Invoice Form used.
Do not use any other Invoice Form.
Standard
37. Click theLook up AR Distribution Code (Alt+5) button.
38. Click the AR link.
]
39. Contact OMB to select InterUnit Customer and identify GL Businessroll up.
40. The InterUnit Billing section identifies the Customer to be billed by IDB.
41. Click the Savebutton.
42. This topic showed how to Add an InterUnit Customer.

End of Procedure.
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ST 7.2.2 - Creating an InterUnit Bill
Creating an InterUnit Bill

Navigation: Billing > Maintain Bills > Standard Billing

Creating an InterUnit billing transaction is the process of a General Ledger business unit billing
another General Ledger business unit for products or services provided.

Procedure

This tagpic shows how to Create an InterUnit Bill.

(,;‘Empluyee-facing registry content - Windows Internet Explorer

@-\h’:" |§, https: | v, connecknd, us/pspndrt EMPLOYEEERF b ?tab=DEFALILT j % B[4 || X I:y Live Search e

o7 Favorites ‘ 9 @ Suggestad Sites * @ | Web Slica Gallery

= ~ »
(€ Employes-Facing registry content | | ﬁ - v | gy v Page - Safety v Tools » @~

[» Catalog Management [~
[> Promotions

[» Customer Caontracts

[> Order Management

[> Pricing Configuration

[» Custamer Returns

[ tems

[> CostAccounting

[ Wendors

I» Purchasing

[= Irventary

[» eProcurerment

[> Services Procurement

[> Sourcing

[» Engineering

[> Manufacturing Definitions
I» Production Contral

[» Configuration Modeler

[» Product Configurations

I Quality

I> Demand Flanning

[= Inventory Palicy Planning
[» Supply Planning

[ Grants |
[> Pragram Management

[» Project Costing

[> Proposal Management

[» Maintenance Managerment
[» Resource Management

[» Lease Administration

[ Travel and Expenses

[> Travel Administration

[ Billing

[» Accounts Receivable

[> Azcounts Payable

[» eSettlerments

[> Asset Management

[+ IT As=et Management

[> Banking
[> Gash Management =
https:{ fvaww .connectnd . usfpspindfHEMPLOYEE/ERP/s WEELIE_EOPP_SC.HOMEPAGE. FieldFormula. 15c |W Internet | Protected Mode: OFF g | 00 - A

:‘Startl J i mY é JI {& Employee-facing regi... = @[(}))
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Step Action
1. Click theBilling link.
2. Click theMaintain Bills link.

3. Click theStandard Billing link.

C: Standard Billing - Windows Internet Explorer

. 4y [ [5c I -
GED = [&] https: /e, connectnd. usipspindft/EPPLOVEEJERPc/ENTER_BILLING INFoRMATION,BL_ENTRY.ceLePor | S |42 ]| | [8% uve szarch =2

i Favorites | 35 @] Suggested Sites ~ @] Weh Slice Gallery -

J& standard Billing 5~ - [ g=h + Page - Safety > Tools- (@=

ORACLE" You are on Database: NDFT
Home ) A es | Signout
Favovrites MainvMenu > B\Ihvng > Maintgn Bil: > Standard Biling

E Mew window  ? Help B htip

=)

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

( Add a MewValue |

Maxitnurn number of rowes ta return (up to 3003|300

Business Unit: I:I [ttooo @

Invoice: |begins with = || Q,

Bill Status: |= = =l
Customer: |begins with = || Q
Contract: |begins With”

Bills in Business Unit: m li Q
Template Invoice Flag: |= = =

" Ccase Sensitive

Search | Clear |pasic Search [ Save Search Criteria

Find an Existing value | Add a Mew value

4| | i
javascript: submitAckion_win0{document.wind, #ICSwitchMade; ’7’7’7’7 ’7 ’7 ﬁ Internet | Pratected Mode: OFF G"ﬂ - | 0% - A
A"_’Startl J LY é JI (& standard Billing - Win... BEE sy

Step Action
4. Click theAdd a New Valuetab.

|/ Add a Mew Valug |

Page 21



Training Guide
Module 7 - Billing

Step Action
5. Enter the desired information into threvoicefield. Enter"AGTEST122010.
Note: The Invoice number may not be available to chariggs depends on the
initial invoice set up.If NEXT cannot be changed, the Invoice number will
automatically populate when the bill is saved.
6. Click theLook up Bill Type Identifier (Alt+5) button.
7. Click thelDB (InterDepartmental Billing) link.
8. Click theLook up Bill Source (Alt+5) button.
9. Click theOnline link.
10. Click theAdd button.
Add
11. Status will beNEW (New); however this can be changediDY (Ready to

Invoice) right away.If the status is left aNEW, the Bill Status Change will have {
be ran (ST 7.5.1Bill Status Change).

Note: TheNEW status allows the billing to be changed and will not be picked t
the Single Action Process (ST573- Running/Printing Single Action Invoices).
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ﬁ= Standard Billing - Windows Internet Explorer

g:_: = [&] https:fevw. connectnd. usipspindft/EMPLOYEEJERPc/ENTER_BILLING INFORMATION,BL_ENTR. GeLeFor || S |42 || | [& Live szarch |21
7 Favorites ‘ 9% @] Suggestad Sites * @ | Web Slica Gallery

(& standard Biling ﬁ - -~ [ Qé; ~ Page - Safety ~ Tools - ®v >

ORACLE" You are on Database: NDFT

Home | Warklist | MuttiChannel Congsale | Add to Favortes | Sign out

Favarites ?MainvMenu ¥ B\Ihvng ¥ Maint@n Eils : Standard Eiling

E Newwindow P Help & Customize Page [ htip
Header-Info 1 | ai]

Unit: 12500 Inwoice:  AGTEST122010 Pretax Amt: 000 Ush
¥
Status: MNEW QY Invoice Date: E curr: usp Lt
Installrnent Bill Schedule
type: 08 Gospemns@rmrce: (0N QU omrequency: [oree ] D R nedue
=R
*Customer: |770.0 A agdress I nterunit 22 SubCust1:

Water Commission SubCust2: I
Cycle ID: MONTHLY Q *Irsoice Form: STANDARD From Date: el To Date: el

Pay Terms: |IMMED |2, Pay Method: [crk/a @ Remit To: 250 @ Bank Account: (10 Q.
3::"“"9 & Account: 124001 QR Distribution
Sales: 'W Q Bill Inquiry Phone: |TD1 -328-4213 aQ
Credit: CREDIT | @ Collect: COLLECT (O piller: Q Billing Authority: Q
Goto: Headerinfo 2 Address  CopyAddress Potes Express Entry
Sumrmary  Bill Search  Line Search Navigation: | HEader- Info 1 (= Ne)d
Return to Maintain Bills
B Save | [=] wctity | | s Refresh | [Er e | | UpdateiDisplay
Header - Info 1 | Line - Info 1
4] | |
Done [ [ [ [&meemet | Protected Mode: off BRI

Sostart| | G, P @ |[/& standard Billing - win... BEE i

Step Action
12. Click theLook up Status (Alt+5) button.

=

13. Click theReady to Invoicelink.

14, Click theChoose a date (Alt+5putton.
15. Click the9 link.

16. The billing can be applied back to areopaccounting period.

The apply back date must be stated in the Accounting field.

The Invoice Date field will not apply back the transaction.

Note: If the billing is applied back to a closed accounting period, the invoice w
transfer to error statumnd a billing will not be created.
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Step Action
17. Click theChoose a date (Alt+5putton.
18. Click thePrevious Month button.
19. Click the30link.
20. The Invoice Date and Accounting Date can differ.

The Invoice Date is the date the invoice was created.

The Acounting date is the date the Accounts Receivable/Revenue was establ
21. Click theSavebutton.

& save

22. Click theLine - Info 1 tab.

' Line-lInfol
23. Line, Table, Identifier, Description and Unit Price fields can be utilized if values

established in the set up preseThe purpose of this feature is to identify, calculd
and total items.
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f_ standard Billing - Windows Internet Explorer

m % |&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEEERF /c/ENTER_PILLING_INFORMATION.B_ENTRY.GBL7PoF ]| G || €2 || X | [&Y Live Search (2=

{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

@ standard Biling - - [ pe o~ Page - Safety ~ Tools+ (@e

ORACLE" You are on Database: NDFT

Home

Favarites gMain_Menu ¥ B\Ihvng ¥ Maintgn Eils : Standard Eiling

Header - Infa 1 'mﬁﬂ.

B Mew Window 7 Help E{'Custum\zepage htlp =

hEEn

Unit: 13500 BillTo: 7700 Pretax Amt: 000 Uso
Invoice:  AGTEST122010 Wiater Commission E B wmaxrows: [ 5 E =
Bill Line 2l First K14 of 1 O ost
Seq Line Table Identifier Description Net Extended =1
I A | 0.00
Oty Line Type: ’W Q ¥ hccumulate

UOM: Q From Date: El  Through Date: 2]
Unit Price: 0.0000  Tax Code: a I™ Tax Exempt
Gross Extended: m Exempt Cert: ‘ Q

Less Discount: 0.00
Plus Surcharge: .00
Net Extended: 0.00
VAT Amount: 0.00
Tax Amount: 0.00
Met Plus Tax: 0.oo
Goto Linelnfo? Tax  Accounting  DiscountSurcharge botes  Express Entry
_— Series
Summary  Bill Search  Line Search Havigation: |Line - Info 1 = Prev  Mext
o | :IJ
Done [ [ [ [&meemet | Protected Mode: OFf o v (B -

Zostart| | G, B P @ |[ /& standard Billing - win... BEE i

Step Action

24, Enter the desired information into t@&oss Extendedfield. Enter"500.00.
25. Additional Bill Lines can be added by clicking on the plus (+) button.
26. Click the Accounting link.

Accounting
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fﬁ standard Billing - Windows Internet Explorer

GT::;; = [&] hitps: fuwse. connectnd. us{pspndfH{EMPLOYEE/ERP /c/ENTER_BILLING_INFORMATION.B_ENTRY.GBL7POF ]| G || €2 || | [&Y Live Search (2]
{} Favorites ‘ ﬁ €| Suggested Sites ~ @ | Web Slice Gallery =

»
1€ standard Biling - « 7 v Page -~ Safety v Toos < -

ORACLE" You are on Database: NDFT

Favatites - Main Menu > Biling > Maintain Bils > Standard Biling
- : - - -

E Mewwindow  ? Help [ customize Page B hitg 2]

hkEa

Header - Info 1 Line - Info 1 Rev Distribution
0 &
Unit: 12500 Bill To: 7700 Pretax Amt: a00.00 USD
Invoice:  AGTEST122010 Wiater Comrmission El & wmaxRows: 5 Bl &
Bill Line
Seq Line  ldentifier Description Net Extended
1 a00.00

Bl Creates GL Acct Entries
Bill Line Distribution - Revenue

1 n Reference Informstion

Code Account Oper Unit Fund Dept Program  Class Project Percentage Amount
== Q| Q| Q| Q| Q| Q| Q| Q[ toopo
Percent: 100.00 Amount 500.00 Gross Extended: 500.00
Goto: Linelnfo 2 Tax  Accounting  DiscountSurcharge  Rotes Express Entry
- . Series
i i Mavigation: |Accty - Rev Distribution e
Summary  Bill Search  Line Search lit | o J [

Return 1o Maintain Bills

B save | =] motify | s Refresh |
Header - Info 1 | Line - Info 1 | Accty - Rey Distribution b
4] | _’lll
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF "'ﬁﬂ_'l 00 A
Srstant| | Z, W T & Jlm

Step Action

27. Revenue Distribution Codes are established in the initial Billing/Accounts
Receivable set upThe accounting chartfields are mapped to a specific code to
provide a data entry shectit.

Click theLook up Code (Alt+5) button.

28. Click theLegal Servicedink.
Lenal Semvices

29. Multiple bill distribution lines can be used, however, the Percentage of ALL ling
must be equal to 100.

30. Click theNoteslink.

Page 26



Training Guide
Module 7 - Billing

,af:'_ standard Billing - Windows Internet Explorer
w % |&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEE/ERF/c/ENTER_PILLING_INFORMATION.B_ENTRY.GBL7PoF ]| G || €2 || X | [&Y Live Search (2=

q} Favorites ‘ ié, €| Suggested Sites + @ | Web Slice Gallery +

(& standard Biling

ORACLE" You are on Database: NDFT

Home t

Favarites gMain_Menu ¥ B\Ihvng ¥ Maintgn Eils : Standard Eiling
@New\l\finduw ?Help E{'Custum\ze Page ,htlp

s

" Header-Info1 | Line-Info1

Pretax Amit: 500.00 UsD

Unit: 12500 Bill Ta: 7700
Invoice:  AGTEST122010 Wiater Commission El B ax Rows: 5| B &
Bill Line ai First K11 or1 O Laet
Seq Line Identifier Description Met Extended
1 a00.00
Bill Line Note : a1 Frst K qore B Loy
[~ Standard Note Flag Std Note: Q [=]
[ Internal Only Flag Mote Type: Q
Note Text
Goto: Linelnfo 2 Tax  Accounting  DiscountSurcharge MNotes Express Entry
Series

i i Navigation: |Line - Mote
Summary  Bill Search  Line Search 0 | Prev Mex

Return to Maintain Bills

|E Save | |E| Matify | |f:; Refresh | |E‘+ Add | | Update.fDlsplay:

Header - Info 1 | Line - Info 1 | Line - Mote
| _>l_I

4
Dione '_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF '\fn_vl o100 - v
Sostart| | 5, B P @ |[ & standard Billing - Win... BEE =

Step Action
31. Enter the desired information into thete Textfield. Enter"LEGAL FEES FOR

WATER STUDY".
32. Click theLine - Info 1 tab.

Line-Info 1 |
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.= Standard Billing - Windows Internet Explorer

57::;; = [&] hitps: fuwwe . connectnd. us{pspindfH{EMPLOYEE/ERP /c/ENTER_BILLING_INFORMATION.B_ENTRY.GBL7POF ]| G || €2 || | [&Y Live Search
{} Favorites ‘ {5 € | Suggested Sites ~ @ | Web Slice Gallery =

_r,é Standard Billing

ORACLE" You are on Database:

Home

Favarites Main Menu - > E\Ihvng » Malnt@n Bils = Standard Billing
Seq Line Table Identifier Description Net Extended =1
1 I_ ,_Q | Q | G00.00
Oty ’W Line Type: ’ﬁ aQ
UOM: ’7 Q From Date: )

¥ Accumulate

Through Date: [

Unit Price: 500.0000)  Tax Code: Q I Tax Exempt
Gross Extended: 500000 Exempt Cert:| Q
Less Discount: 000
Plus Surcharge: oo
Het Extended: A00.00
VAT Amount: 0.00
Tax Amount: 0.oo
Het Plus Tax: 500.00

Goto: Linelnfo2 Tax  Accounting  DiscountSurcharge Motes — Express Entre

Page
j Series

Mavigation: |Line - Info 1
Prev  hext

Summary  Bill Search  Line Search

Return to Maintain Bills

B save | [Z] hotify s Refresh Es &dd Update/Display

Header - Info 1 | Ling - Info 1

4

"l

Done l_ l_ l_ ’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF
Sistart| | 5 B P @ || @ standard illing - win...

A miore -

HE a0

Step Action

33. Click theSavebutton.

34. This topic showed how to Create an InterUnit Bill.
End of Procedure.
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ST 7.2.3 - Maintaining an InterUnit Bill
Maintaining an InterUnit Bill

Navigation: Accounts Receivable > Customer Accounts > Customer Information > Account
Overview

Maintaining customer account activity is important with InterUnit Bills because the billed agency
has the capability to under/overpay an invoi€le accont can be monitored so the appropriate
adjustments can be made, if necessary.

Procedure

This topic shows how to Maintain an InterUnit Bill by monitoring the account balance activity.

ﬁEmplnyee—[acing registry content - Windows Internet Explorer

@_\t-: |- |g, hittps: v, connecknd. us/psp ndft EMPLOYEE JERP by 7t ab=DEFALLT j ERENETES |-7_-" Live Search yeREs
{_7 Favorites ‘ {.5 €| Suggested Sites + @ | Web Slice Gallery +

‘_:iConnecting‘.. | | ﬁ -~ - [ é; ~ Page ~ Safety ~ Tools ~ l@lv >

[ ltems ;I

[> Cost Accounting

[ Wendors

I» Purchasing

[= Irventary

[» eProcurerment

[> Services Procurement

[> Sourcing

[> Engineering

[> Manufacturing Definitions
[» Production Caontral

[» Configuration Modeler

[> Product Configurations
I Quality

[> Demand Flanning

[= Inventory Palicy Planning
[» Supply Planning

[> Grants

[= Program Management

[» Project Costing

[> Proposal Management

[» Maintenance Managerment
[» Resource Management
[» Lease Administration

[ Travel and Expenses

[> Travel Administration

&> Billing

[» Accounts Receivable

[> Azcounts Payable

[> eSettlerments

[> Asset Management

[+ IT As=et Management

[» Banking

[» Gash Management

[> Deal Managerment

I» Risk Management

[> Financial Gateway

[ AT and Intrastat

[> Excise and Sales TaxWAT IMD
> Commitrment Control LI

https:{ fvawwn .connectnd .usfpspindft/EMPLOYEE/ERP/s (WEELIE_PTPP_SC HOMER! |a Internet | Protected Mode: OFF g | o100 - A

A“Startl J i |y é JI /& Employee-facing regi... = @[{}))
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Step Action

1. Click the Accounts Receivabldink.
[l Accounts Receivahle]

2. Click theCustomer Accountslink.
Eustumer Accounts

3. Click theCustomer Information link.
Eustumer Information

4, Click the Account Overviewlink.

Eccuum Crenview

{:: Account Overview - Windows Internet Explorer !E E
6@.‘ = [&] hitps: fuwen. connectnd. us{pspindfH{EMPLOYEE/ERP /o COLLECT_RECEIVABLES.ITEM_oPEN_QUERY.6L7P (2| G || s || | [&Y Live Search |2~

{} Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery =

= »
1€ pccount Overview & v v [ mm - Page~ Safety v Tools » @v

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChennel Console | AddtoFavortes | Signout
Favovrltes i Malnvn-'lenu s Bocounts Receivable > Customer Accounts > Customer Information > Account Overviesw:
: - - -

B Mewwindow 7 Help [ customize Page B http

hkEa

Balances Profile Customer Action Customer Trend 1 Customer Trend 2 Custormer Trend 3

Seyp; 12500 | Q unit: 12500 2 customer: 9l Q cosmetolomy, Board ot ever: M| Search

Balances | Profile | Customer Action | Custorner Trend 1 | Custamer Trend 2 | Custorner Trend 3

<] | i
’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF #q - | H100% -~

A"Startl J 2EYé JI & Account Overview - ... “ )

Step Action

5. Enter the Customer ID in the Customer fielflyou do not know the ID, click on
the magnifying glass for a selection of customers.

Enter the desired information into tBeistomer field. Enter'908.0.
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Step Action
6. Click the Searchbutton.
7. The Account Overview will display billing and payment history, current and agi
balance and detail links for additional information.
8. This topic showedhow to Maintain an InterUnit Bill by accessing the Account

Overview.
End of Procedure.
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ST Lesson 7.3 - Creating Bills Online
Entering Bills Online

You can enter bills into PeopleSoft by using two methd@sline Bill entry or Billing Interface.
Online Bill entry is the manual method of entering bill header and line information into the
system. Bill headers contain the information that applies to the whole invoice and bill line

information applies to the specific items that are being billed.

Billing Interface is discussed in Lesson 7.4.

ST 7.3.1 - Creating an Online Bill

Creating an Online Bill

Navigation: Billing > Maintain Bills > Standard Billings

Creating online bills requires an established customer and appropriate chartfiek @alline

bill entry enables you to enter bills directly into the system, bypassing the Billing Inteffaee.
standard online billing method is practical for miscellaneous billing activity and for agencies that
do not have a tracking feedarbsystem

Procedure

This topic shows how to Create an Online Bill.
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@_-.\T: g |g, hitps:  fuseses . connectnd s/ psp rcdft (EMPLOYEE JERP (hj7tab=DEFALLT
{_7 Favorites ‘ {.5 €| Suggested Sites + @ | Web Slice Gallery +

@ Employee-facing registry content | |
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| % I:_"Live Search

- - [ gsh v Page - Safety + Tods - (@~

[> Services Procurement

[> Sourcing

[» Engineering

[> Manufacturing Definitions
I» Production Contral

[» Configuration Modeler

[» Product Configurations

I Quality

I> Demand Flanning

[= Inventory Palicy Planning
[» Supply Planning

[> Grants

[> Pragram Management

[» Project Costing

[> Proposal Management

[» Maintenance Managerment
[» Resource Management

[» Lease Administration

[ Travel and Expenses

[> Travel Administration

[ Billing

[» Accounts Receivable

[» AccqManage all aspects of the Biling product. |
[> eSetlerments

[> Asset Management

[+ IT As=et Management

[» Banking

[» Gash Management

[> Deal Managerment

[» Risk Management

[> Financial Gateway

[ AT and Intrastat

[> Excise and Sales TaxWAT IMD
> Commitrment Control

[» General Ledger

[> Allocations

[+ Statutory Reports

[» SCM Integrations

[> Set Up Financials/Supply Chain
[» Enterprise Components

A“Startl J i mY e JI /& Employee-facing regi...

Il

https:{ fvaww .connectnd . usfpspindfHEMPLOYEE/ERP/s WEELIE_EOPP_SC.HOMEPAGE. FieldFormula. 15c |W Internet | Protected Mode: OFF g | 00 - A

i)

Step Action

1. Click theBilling link.

2. Click theMaintain Bills link.

3. Click theStandard Billing link.
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6: Standard Billing - Windows Internet Explorer

6@: = [&] hitps: fuwsn. connectnd. us{pspndfH{EMPLOYEE/ERP /c/ENTER_BILLING_INFORMATION.B]_ENTRY.GBL7POF ]| G || €2 || | [&Y Live Search |2~

{} Favorites ‘ {5 €| Suggested Sites ~ @ | Web Slice Gallery -

- »
(& standard Biling - © [ mm v Page - Safety v Toos < -

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChannel Console | AddtoFavortes | Sign out
Favarites EMaln_Menu s Bllng > Maintan Bils > Standard Biling
: - -

Elnewwindow 7 Help B hitp
Bill Entry

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

Find an AU Add & New Value |

Maximurm number of rows to return fup to 300y | 200

Business Unit: IE lh‘ll]l]l]i Q

Invoice: |begins With” Q.

Bill Status: B = =]
Customer: |neging with x| | (s}
Contract: |begins Withjl

Bills in Business Unit: IE ’7 Q.
Template Invoice Flag: | = =] | =]

I~ Case Sensitive

. Search || Clear |pasic Search [F] Save Search Criteria

Find an Existing Value | Add a Mew Value

4l | i
javascript:submitAckion_winO{document. wind, #ICSwitchMads; ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF ¥a - | 00 A
f'Starll J a2mEYeé JI & standard Billing - Win... « )

Step Action

4, Click theAdd a New Valuetab.
|/ Add & Mev Value
5. If your agency was set uprfinvoice auto numbering, this field will populate with

NEXT.

Some agencies may be able to override this ID and enter a unique Customer |
number. This feature was established during the initial set up.

Enter the desired information into thevoice field. Enter' TESTBILL122010".

6. Click theLook up Bill Type Identifier (Alt+5) button.
7. Click theMisc link.

Micc
8. Click theLook up Bill Source (Alt+5) button.
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Action

Click theOnline link.

Note: External Billing is used for the Billing Interface functi@®T Lesson 7.4
Billing Interface).

10.

You can Search for the Customer number/ID if you do not know it.

Click theLook up Customer (Alt+5) button.

=

11.

The Look Up Customer page displays customers for your businesd bigtwill
only display up to 30@ecords. If your agency has more than 300, you will need
refine the search by entering customer information in the Customer ID field.

Enter the desired information into tBeistomer ID field. Enter" TEST".

12.

Click theLook Up button.

13.

The Look Upsearch results should display the customer.
Click theBISMARCK link.

BlSMARCH]

14.

Click the Add button.
Add
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ﬂ: Standard Billing - Windows Internet Explorer

5\::: = [&] https: fuwmn.connectnd. us/pspindFt{EMPLOYEEERF/c/ENTER_PILLING_INFORMATION.B_ENTRY.GBL7POF ]| G || €2 || X | [&¥ Live Search | 2=

i} Favorites ‘ {c‘; €| Sugoested Sites + @ | Web Slice Gallery +

- »
(& standard Biling - - [ mm v Page -+ Safety v Toos v -

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChannel Console | AddtoFavortes | Sign out

Favarites éMaln_Menu b3 B\Ihvng ¥ Malntgn Bils : Standard Billing

B Newwindow P Help [ Customize Page B hitp
Header - Infa 1 Line - Info 1

Unit: 12500  Inwoice:  TESTBILL122010 Pretax Amt: 000 uso
¥
Status: MEW Q Invoice Date: £ curr: usp i
Installiment Bill Schedule
*Type: MSC | Q Source: arL Q *Frequency: IOnce j'

Recurring Bill Schedule

*Customer: [TEST_1 A address subcustt: |
TEST, JOE SubCusi2: I

Cycle ID: OM DEMAND | *Irvroice Form: STANDARD @ From Date: el To Date: el

Pay Terms: ’m Q Pay Method: W QF:Z' Remit To: ’W Q Bank Account: ’007 Q
3::::unting B Account: 1240Mm a AR Distribution

Sales: TEAM Q Bill Inquiry Phone: [r01-328-4213 Q

Credit;  |CREDIT @ Collect: COLLECT & piller: Q Billing Authority: Q
Goto Headerinfo 2 Address  CopyAddress  Motes Express Entry

Summsary Bill Search  Line Search Navigation: |HEa0er- Infa | [~ M

Return to Maintain Bills
B save | [=] motity | 4 Refresh | Er mdd | [ 5] UpdateiDisplay

Header - Info 1 | Line - Info 1

4] | i
javascript: pAction_winO{document wind,'BI_HDR_BILL_STATUS$prompt’); ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF ¥5 - | 100 - A

£istart| | 5, B P @ |[ @ standard Billing - win... «< (& wi

Step Action
15. Status can be left &EW or changed t&kDY (Ready to Invoice).

Note: If left asNew, the Bill Status Change (ST 7.5.1) will need to e after the
bill(s) are saved and before Generating Invoices/Single Action Invoice (ST 7.5

Click theLook up Status (Alt+5) button.

=

16. Click theReady to Invoicelink.

17. Select a date by clicking on the calendar icon, or type it in the Invoieefiokt.

Click theChoose a date (Alt+5putton.
18. Click theCurrent Date link.
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Step Action
19. The billing can be applied back to an open accounting period.
The apply back date must be stated in the Accounting field.
The Invoice Date field will not apply bachke transaction.
Note: If the billing is applied back to a closed accounting period, the invoice w
transfer to error status and a billing will not be created.
20. Click theChoose a date (Alt+5putton.
21. Click thePrevious Month button.
22. The Accouting field will be the only place to apply back the invoice.
23. Click theLine - Info 1 tab.
- Line-Infal |
24, Line, Table, Identifier, Description and Unit Price fields can be utilized if values

established in the set up proce¥sie purpose of this feature is ttentify, calculate
and total items.
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f_ standard Billing - Windows Internet Explorer

% = [&] https: fuwmn.connectnd. us/pspindFt{EMPLOYEEERF /c/ENTER_PILLING_INFORMATION.B_ENTRY.GBL7PoF ]| G || €2 || X | [&Y Live Search (2=

{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

(& standard Biling @ - - [ @ ~ Page - Safety = Tools » @' »

ORACLE" You are on Database: NDFT

Home

Favarites éMaln_Menu b3 B\Ihvng ¥ Malntgn Bils : Standard Billing

Header - Info 1 'mﬁﬂ.

E Mewwindow  ? Help [ customize Page B hitg 2]

hkEa

Unit: 12500 Bill To: TEST_1 Pretax Amt: 000 UsD
_ - g
Invoice:  TESTBILL122010 TEST, JOE E & maxRows: B &
Bill Line I First K14 071 O Laat
Seq Line Table Identifier Description HNet Extended E|
1l Q | | 0.00
Oty: Line Type:  |REY QU ¥ Accumulate
UOM: Q From Date: £ Through Date: £
Unit Price: 0.00000  Tax Code: Q I Tax Exempt
Gross Extended: 3| Exempt Cert: ‘ Q
Less Discount: oo
Plus Surcharge: 0.0
Net Extended: 0.00
VAT Amount: 0.00
Tax Amount: 0.oo
Met Plus Tax: 0.oo
Goto: Linelnfo? Tax  Accounting DiscountSurcharge  Motes Express Entry
o Series
i Navigation: | Line - Info 1
Summary  Bill Search  Line Search Li] J Prev  Med
4] | Q|
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Made: OFf Fa - | F00% -

£istart| | 5, B P) @ |[ @ standard Billing - win... < (& wyi

Step Action

25. Enter the desired information into t@&oss Extendedfield. Enter"300.00.
26. Additional Bill Lines can be added by clicking on the plus (+) button.
27. Click theAccounting link.

Accounting
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f_ standard Billing - Windows Internet Explorer

% % |&] https: fwwmn.connectnd. us/pspindFt/EMPLOYEEERF /c/ENTER_PILLING_INFORMATION.B_ENTRY.GBL7POF ]| G || 2 || X | [&Y Live Search (2=
{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

=
(& standard Biling - © | g v Page -+ Safety - Tools + -

ORACLE" You are on Database: NDFT

| MuttiChannel

Favarites gMain_Menu ¥ B\Ihvng ¥ Maintgn Eils : Standard Eiling

B Mew Window 7 Help E{'Custum\zepage htlp =

hiEn
Header - Infa 1 Line - Info 1 Accty - Rev Distribution

Unit: 12500 Bill To:  TEST_1 Pretax Amt: 30000 USD
Invoice: TESTBILL122010 TEST, JOE E & maxrows: S EE
Seq Line Identifier Description Met Extended
1 300,00

Bl Creates GL Acct Entries
Eill Line Distribution - Revenue Cu e | Find B Firat K4 0f 1 D Last

Reference Information

Code Account Oper Unit Fund Dept Program  Class Project Percentage Amount
= Q| Q| Q| Q| Q| Q| Q| Q|
Percent: 0.oo AMount: 0.00 Gross Extended: 300.00
Goto: Line Infio 2 Tax Accounting Discount’Surcharge  Motes Express Entry
I — Series
Summary  Bill Search  Line Search Mavigation: [Accty - Rev Distribution = Prev Mext

Retumn to Maintain Bills
B save | =] motity | ts Refresh |
Header - Info 1 | Line - Info 1 | Accty - Rev Distribution e

-
4 | »

javascript: pAction_winO{document.wind, 'D5T_IDgprompts0'y; '_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | o100 - A
:'Startl J i | e JI /& standard Billing - Win... “® @[(}))

Step Action

28. Revenue Distribution Codes are established in the initial Billing/Accounts
Receivable set upThe accounting chartfields are mapped to a specific code to
provide a data entry shectit.

Click theLook up Code (Alt+5) button.

29. Click theLegal Servicedink.
Legal Services

30. Multiple bill distribution lines can be used, however, the Percentage of ALL ling
must be equal to 100.

31. Click theNoteslink.
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fﬁ standard Billing - Windows Internet Explorer
% = [&] hitps: fuwwn . connectnd. us{pspndfH{EMPLOYEE/ERP /c/ENTER_BILLING_INFORMATION.B_ENTRY.GBL7POF ]| G || €2 || | [&Y Live Search |2~

i} Favorites ‘ ﬁ € | Suggested Sites ~ @ | Web Slice Gallery =
g Standard Billing

ORACLE" You are on Database: NDFT

Home

Favarites : Main Menu - > Billing » Maintain Bils > Standard Biling
: - -
B Newwindow P Help [ Custornize Page B htp Al

[ Header-Infa1 || Line-Info1 | EGESEE

Unit: 12800 Bill To: TEST 1 Pretax Amt: 300.00 UsD

E E  max Rows: 5 E =

Invoice: TESTBILL122010 TEST, JOE
ral Frst Kl or O o

Bill Line
Seq Line  Identifier Description

Net Extended

300,00

1
i First K1 qof1 B3 ot

Bill Line Note

[ Standard Note Flag Std Note: Q
[~ internal Only Flag Note Type: Q

Hote Text
Bl
Goto: Linelnfo 2 Tax  Accounting  DiscountSurcharge Motes — Express Entry
I, - Series
Navigation: |Line - Mote
a J Prev  Pex

Sumrmary Bill Search  Line Search

Return o haintain Bills

|ﬁ Save | |E| Mltify | |f:; Refresh

Header - Info 1 | Ling - Info 1 | Ling - Note
-
| »

<
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | H00% =
;."Startl J LmYeé JI & standard Billing - Win... « )

|Es Add | | UpdateiDisplay |

Step Action
32. This field is optional and will provide billing information on the invoice.

Enter the desired farmation into theNote Textfield. Enter"BILLING FOR
DECEMBER 2010'.

33. Click theLine - Info 1 tab.
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f standard Billing - Windows Internet Explorer

% % [&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEE/ERF/c/ENTER_PILLING_INFORMATION.B_ENTRY.GBL7POF ]| G || €2 || X | [&¥ Live Search (2=

{;‘ Favorites ‘ {c‘; €| Sugoested Sites + @ | Web Slice Gallery +

(@ standard Biling fi - B - [ o= - Pags - Safsty - Tons~ @ 7

ORACLE" You are on Database:

Haime: 4 | MutiChanne! - | AddtoF

ain Menu > B\Ihvng ¥ Maintgn Eils : Standard Eiling

Seq Line Table Identifier Description Net Extended F[= ] Mo aving 1=
1 Q| Q| 300.00 )
oty 1.0000 Line Type: REY QL I Accumulate
UOM: Q From Date: £ Through Date: )
Unit Price: 30000000 Tax Code: Q I Tax Exempt
Gross Extended: 300.00 Exempt Cert: ‘ Q
Less Discount: 0.oo
Plus Surcharge: 0.00
Net Extended: 300.00
VAT Amount: 0.00
Tax Amount: 0.oo
Het Plus Tax: 30000
Gotor Linelnfo2 Tax  Accounting  DiscountSurcharge  Motes Express Eniry
o Series
i Navigation: | Line - Info 1
Surmmary  Bill Search  Line Search Lt J Frew  Mest

Eeturn to Maintain Bills

& save | [=] Matify 4 Refresh Es &dd Update/Display

Headet - Info 1 | Line - Infa 1

< |
Done [ [ [ [&meemet | Protected Mode: OFf o v [ -
Sostart| | G, B P @ |[ & standard Billing - Win... <& w0

"l

Step Action
34, Click the Savebutton.

35. This topic showed how t&reate an Online Bill.
End of Procedure.
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ST 7.3.2 - Copying an Online Bill
Copying an Online Bill

Navigation: Billing > Maintain Bills > Copy Single Bill

Copying bills can save data entry time and minimize the potential for effbisis beneficial
when you need to enter a bill that is very similar to an existing ®itice the bill is copied, the
data may be changed, if necessary.

Procedure

This topic shows how to Copy an Online Bill.

(,;‘Empluyee-facing registry content - Windows Internet Explorer

@-\h’:" |§, https: | v, connecknd, us/pspndrt EMPLOYEEERF b ?tab=DEFALILT j % B[4 || X I:y Live Search e

o7 Favorites ‘ 9 @ Suggestad Sites * @ | Web Slica Gallery

= ~ »
(€ Employes-Facing registry content | | ﬁ - v | gy v Page - Safety v Tools » @~

> ltems =
[» Cost Accounting

[ Wendors

I» Purchasing

[= Irventary

[» eProcurement

[> Services Procurement

[> Sourcing

[» Engineering

[> Manufacturing Definitions
I» Production Contral

[» Configuration Modeler

[» Product Configurations

I Quality

[> Demand Planning

[= Inventory Palicy Planning
[> Supply Flanning

[> Grants

[» Pragram Management

[» Project Costing

[> Proposal Management

[» Maintenance Managerment
[» Resource Management

[» Lease Administration

[» Travel and Expenses

[> Travel Administration

L= Billing s
[» Accounts Receivable

[> Azcounts Payable

[» eSettlernents

[> Asset Management

[ IT Asset Management

[» Banking

[> Cash Management

[> Deal Managerment

[> Risk Management

[> Financial Gateway

[ WAT and Intrastat

[> Excise and Sales TaxWAT IMD
> Commitrment Control

[~

https:{ fvaww .connectnd . usfpspindfHEMPLOYEE/ERP/s WEELIE_EOPP_SC.HOMEPAGE. FieldFormula. 15c |W Internet | Protected Mode: OFF g | 00 - A

:‘Startl J i mY é JI {& Employee-facing regi... = @[(}))
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Step Action
1. Click theBilling link.
2. Click theMaintain Bills link.

3. Click theCopy Single Billlink.
opy Single Bill

(: Copy Single Bill - Windows Internet Explorer [_[=]x]
/ il o | 2 N
5::: = [&] https: /e, connectnd. usipspindft/EPPLOVEEJERPc/MANAGE_BILLING_UTILITIES CoPy_BILLGaL7PoRT | G |[#2 || 2 | [8F Lve search |2~

i Favorites | 35 @] Suggested Sites ~ @] Weh Slice Galery -

& Copy Single Bil & - - [ g - Page - Safety - Toos - - »

ORACLE" You are on Database: NDFT

Home L 4 MultiChannel Consale | Add to Favortes | Sign out
Favovrites MainvMenu > Billng > Maintan Bils > Copy Single Bil
H - -

E Mew window  ? Help B htip

=)

Copy Single Bill

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

Find an Exi

Maxitnurn number of rowes ta return (up to 3003|300

Business Unit: l;l [tz500 @

Invoice: | begins with =] Q

Bill Status:  |= = |
Customer: | hegins with 7| | Q
Contract: |begin5 with j|

" case Sensitive

. Search | Clear |pasic Gearch [§] Save Search Criteria
4 | |
javascript:paction_winO(document w#ind,'BI_HDR_COPY _YwW_INVOICE$prompt'); ﬁ Internet | Pratected Mode: OFF v’;] - | 0% - A

A"’Startl J _:z'. | & JI {& Copy Single Bill - Wind... = @[ﬂ”)

Step Action
4. Click theLook up Invoice (Alt+5) button.

=

5. Select the invoice you would like to copy.

Click the AGO000000074ink.
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Step Action
6. Click theS(_aarch button.

6: Copy Single Bill - Windows Internet Explorer

6\:_; = [&] hitps: fuwwn. connectnd. us{pspindfHEMPLOYEE/ERP/c/MANAGE_BILLING_UTILITIES.CoPY_BILL.GBL7PoRT ]| G || €2 || | [&¥ Live Search |2~

{} Favorites ‘ {5 €| Suggested Sites ~ @ | Web Slice Gallery =

1€ Copy Single Bil & - - [ Eéa ~ Page - Safety » Tools » ®' »

ORACLE" You are on Database: NDFT

Favatites - Main Menu > Billng > Maintain Bils > Copy Single Bil
- : - - -

E Mewwindow P Help [ customize Page B http

hkEa

Bi Bill Gy Wrk
Unit: 12500 Bill To:  226.0 Pretax Amt: 25000 USD
Invoice:  AGO0000000T4 Land Department
Select Bill Action Copy Results

= No Bill Action

‘CopyBill:  [NEXT
 CopyBill

Eeturn to Maintain Bills
ﬁ Save. | ,Q Return to Search | El Ilatify |

Copy Single Bill | Bi Bill Spy Wirk

4l | i
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Made: OFF ¥a - | 00 A

Listart| | 5 B P @ || copy Single Bill - Wind... <& m

Step Action
7. Click theCopy Bill option.

Note: The Copy Bill function will open a new windowhich contains the New
Bill.

8. Enter the desired information into t@®py Bill field. Enter"COPYBILL1 "

9. Click theSavebutton.
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Step Action

10. Click theGo To Bill Header - Gen. Info link.
[Go To Bill Header - Gen. Infd]

ﬂ‘ tandard Billing - Windows Internet Explorer

—— : 1| B |[4e <) [ U |2 |-
e &€ | https: | s, connectnd.usipspindft_1/EMPLOVEE/ERP/C/EMTER_BILLING _INFORMATION,EI_EMTRY GELTP = _1 Lol ki Live Search

Ty Favorites | 55 @] Suggested Sites = @] web Siice Gallery -

= »
(@ Standard Biling &5~ - [ gm - Page - Safety - Toos - -

ORACLE" You are on Database: NDFT

Home | Worklist | MuttiChannel Console | Add to Favortes | Sign out

Favovrites §MainvMenu > B\Ihvng > Maintgn Bil: > Standard Biling

B Newwindow 2 Help [ customize Page B ntip

htEn

Header - Info 1 Line - Info 1
Unit: 12500  Invoice: COPYBILL1 Pretax Amt: 268000 UsD
¥
Status: MEW Invoice Date: G curr: usp £
D8 | T l—_l Installment Bill Schedule
“Type: o8 Q& Source: A Q “Frequency: | Once = Recuring Bill Schedule
=
*Customer: |226.0 Q pddress ¥ InterUnit = SubCust1:

Land Departrment SubCustz2: I
CyclelD:  [MONTHLY QL “Invoice Form: STANDARD U From Date: B 1o pate: E

Pay Terms: ’M Q Pay Method: W Q% Remit To: ’W Q Bank Account: ’DD— Q
3;::""“"9 E Account: 124001 aQ AR Digtribution

Sales: TEAM Q Bill Inquiry Phone:  |701-328-4213 Q

Credit;  |SREDIT @ Collect: COLLECT (& piner: Q Billing Authority: Q
Goto: HeaderInfo 2 Address  CopyAddress  botes Express Entry

Summary  Bill Search  Line Geatch Mavigation: [Header - nfo 1 [ Ne)d

Return to Maintain Bills
I EYE | .« urn to Searc ] ity ]| efresl | .Eq- | / ol et Disglay,
S L Returnto S h Motif 7% Refresh Al =] Upoate/Displ

Headet - Info 1 | Line - Info 1

4| | i
javascript:paction_winl(document winl ,'BI_HDR_BILL_STATUSHprompt’); ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF v’;] - | 00 - A
Zrstart| | . M P @ | @ copy SngleEill- Window... | [ standard Billing - Win.. « (@ i)

Step Action
11. Status can be left &EW or changed t&kDY (Readyto Invoice).

Note: If left asNEW, the Bill Status Change (ST 7.5.1) will need to be ran aftel
bill(s) are saved and before Generating Invoices/Single Action Invoice (ST 7.5

Click theLook up Status (Alt+5) button.
12. Click theReady to Invoice link.
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Step Action

13. Select a date by clicking on the calendar icon or type it in the Invoice Date fiel(
Click theChoose a date (Alt+5)putton.

14. Click theCurrent Date link.

15. The billing can be applied back to an open accounting period.
The apply back da must be stated in the Accounting field.
The Invoice Date field will not apply back the transaction.
Click theChoose a date (Alt+5putton.

16. TheAccountingfield will be the only place to apply back the invoice.

17. Click theLine - Info 1 tab.
- Line-Infal |

18. Note: Line, Table, Identifier, Description and Unit Price fields can be utilized if
values are established in the set up proc€ks. purpose of this feature is to
identify, calculate and total items.

19. Gross Extended field amount was populated withotiggnal billed amount becaus

the invoice was Copied.
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ﬂ'_ Standard Billing - Windows Internet Explorer | _[=] x|
% = [&] https: e, connectnd. usipspndft_1[EMPLOYEE/ERP/c/ENTER_BILLING_INFORMATION.B1_ENTRY GBLP (|| S |42 || 5 | [& Live szarch (2]~

o Favorites ‘ 9 @ Suggestad Sites * @ | Web Slica Gallery

(@ standard Biling - - [ pm o~ Page - Safety ~ Tools - (@e

ORACLE You are on Database: NDOFT

Home i it | MutiChannel C =) Add to Favortes
Favorites | Main Menu > Eillng : Maintan Bils »  Standard Biling
: - -

Header - Infa 1 'mﬁﬂ.

Unit: 12500 Bill To: 2260 Pretax Amt: 25000 UISD
_ - g
Invoice:  COPYBILLI Land Depariment [ B maxRows: Gl =

B Mew Window 7 Help E{'Custum\zepage htlp =

hEEn

Bill Line 2 First Kl 10p1 131 oat
Seq Line Table Identifier Description Net Extended =1

1Y Q| 250.00
oty [ 1o Line Type:  REY | QL [ kccumulate
UOM: [ a Frompate: | | ThroughDate: | |H
Unit Price: [ 2500000 yaxcome: | 2 I™ Tax Exempt

Gross Extended: 250.00 Exempt Cert: ‘ Q
Less Discount: 0.a0
Plus Surcharge: 0.a0
Net Extended: 260,00
VAT Amount: o.o0
Tax Amount: 0.00
Het Plus Tax: 260.00
Goto Linelnfo 2 Tax  Accounting  DiscountSurcharce Motes Express Entry
I Series
Surnmary  Bill Search  Line Search Navigation: ||-H'19' Info 1 =l Prev Mest
| I _>l_I
javascript:submitAction_wini (document.winl, BI_PE_WRK_ACCT_ENTRY_FB'; [ [ [ [ [&mtemet | Protected Mode: OFf o v [Emm -

Svstart| | G, B P] @& | @ copy SngleBill- window... | [/ standard Billing - Win... <@ )

Step Action
20. Click the Accounting link.

Accounting

21. The Look UpcontainsCodes that are mapped to accounting chartfields previou
identified in the initial set upSelect the appropriate code.
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»standard Billing - Windows Internet Explorer

(2]

B1_EnTRY.GeLR 7| B |E| |Z| J&¥ Live Search

5’} Favorites ‘ ﬁ €| Sugoested Sites ~ @ | Web Slice Gallery =

e Standard Billing
ORACLE" You are on Database: NDFT

Favatites - Main Menu > Biling > Maintain Bils > Standard Biling
- : - - -

g—\ = [&] hitps:fuwmn . connectnd. usfpspindft_1 [EMPLOYEEERP/c/ENTER_BILLING_INFORMATIOH.

Page » Safety » Tools @v >

Home

-
hkEa —

E Mewwindow P Help [ customize Page hit

11 Ling - Info 1

{ Header - Info 1

Pretax Amt:

Line  Identifier

Unit: 12500 Bill To:  236.0
Invoice: COPYBILLY Land Depatiment EE maxrows: §EE
Bill Line

Description Net Extended

=}

260.00 USD

Seq

1

260,00

First K14 orq D |

Return 1o Maintain Bills

B save | [£0 ReturntoSearch | |[=] Notity | | Refresh |
| b

Header - Info 1 | Line - Info 1 | Accty - Rey Distribution

Bl Creates GL Acct Entries

Bill Line Distribution - Revenue
¢ / e e [ Reterence Information

Code Account Oper Unit Fund Dept Program  Class Project Percentane Amount

= [Fre Q [463011 Q|[125 Q322 @ e0od Q| Q| Q| Q| o000

Percent: 100.00 Amount: 25000 Gross Extended: 25000
Goto: Linelnfo 2 Tax  Accounting  DiscountSurcharge Motes  Express Entry Page

I Series
i i Navigation: |Accty - Rev Distribution r

Summary  Bill Search  Line Search lit | o J

| > |
’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | H00% =
« ey

4

javascript:submitAction_winl{document.winl,'BI_PE_WRK_BI_LINE_MOTES_PED;
ostart| | 2, B0 ) @ | @ Copy SingleBil - window... | [ @ standard Billing - win...

Step Action

22. Click theNoteslink.
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5‘} Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +
»
(& standard Biling - © | g v Page -~ Safety - Tools + -

ORACLE" You are on Database: NDFT

Home

Favarites gMain_Menu ¥ B\Ihvng ¥ Maintgn Eils : Standard Eiling
@New\l\finduw ? Help E{'Custurmze Page ,htlp =]

" Header-Info1 [ Line-Info 1 EEES G
Unit: 12500 Bill To: 2260 Pretax Amt: 280,00 USD
Invoice: COPYBILLY Land Deparment E E max Rows: 5 B [
Bill Line ral Frst K qora O o
Seq Line Identifier Description Met Extended
1 250,00
Bill Line Note Find ol Fret Kl qore O3 Last
[ Standard Note Flag Std Note: Q [=1
[ Internal Only Flag Note Type:  (CUSTHOTE |
Hote Text
Bl
Goto: Linelnfo2 Tax Accounting DiscountSurcharge Motes — Express Entry
o Series
i i Navigation: |Line - Mote -
Summary  Bill Search  Line Search 0 | Prev Mex

Return to Maintain Bills

|E Save | LQ Return ta Search | |E| Matify | |¢ Refresh |E‘+ Add | | Update.fDlsplay:

Header - Info 1 | Line - Info 1 | Line - Mote

4] | Q|
'_,_,_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | EA00% - A
Sostart| | G B P @ | @ copy SngleBill- window... | [/ standard Billing - Win... <& )

Step Action
23. If necessary, replace the existing description in the Note Text field.

Enter the desired information into thimte Textfield. Enter"COPY TEST BILL ".
24. Click theLine - Info 1 tab.

Line - Info 1 |
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(: standard Billing - Windows Internet Explorer

% = [&] hitps: fuwen. connectnd. us{pspindft_1 JEMPLOYEE/ERP/c{ENTER_EILLING _INFORMATION. BI_ENTRY GeL7P 7] £ |§| |Z| J&¥ Live Search |2~
i} Favorites ‘ {5 €| Suggested Sites ~ @ | Web Slice Gallery =
(& standard Biling - - [ geh v Page~ Safety v Tods+ (g~ »
ORACLE" Youare on Database:
Home
Favarites Main Menu - > Billing » Maintain Bils > Standard Biling
Seq Line Table Identifier Description Net Extended =1 ;I
1l Q| =y 250.00
oty 1.0000 Line Type: REV QL ¥ Accumulate
UOM: Q From Date: G Through Date: G
Unit Price: 250.0000)  Tax Code: Q I Tax Exempt
Gross Extended: 250000 Exempt Cert: ‘ Q
Less Discount: 000
Plus Surcharge: oo
Het Extended: 260,00
VAT Amount: 0.00
Tax Amount: 0.oo
Het Plus Tax: 250.00
Goto: Linelnfo2 Tax  Accounting  DiscountSurcharge Motes — Express Entre
i Series
i Navigation: |Line - Infa 1
Summary  Bill Search  Line Search ) J Frew et
Eeturn to Maintain Bills
B Save | L Returnto Search | ([E] Notity 7% Refresh Es &dd Update/Display.
Headet - Infa 1 | Line - Infa 1
4| | 1]
’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | F00% =
f‘_‘startl J i .| e J (& Copy Single Bill - Window. .. | /& standard Billing - Win... <« @(}’)

Step Action
25. Click theSavebutton.

26. This topic showed how to Copy an Online Bill.
End of Procedure.
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ST Lesson 7.4 - Billing Interface
Billing Interface

You can enter bills in PeopleSoft by using two methods:
Billing Interface or Online Bill entry.

TheBiIlling Interface enables you to automatically create a bill using data from another source or
system.

Online Bill Entry is discussed in Lesson 7.3.

ST 7.4.1 - Load Billing Interface

Load Billing Interface

Navigation: ND Utilities & Interfaces >Billing > Billing Load

Billing Load Interface enables billing information to be loaded from an agencysystdm into
PeopleSoffinancials The billing information is comprised into .txt format and the file is
initiated and transferred into a stagjitable.

Procedure

This topic shows how to Load the Billing Interface.
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{f‘Emplnyeef[acing reqgistry content - Windows Internet Explorer

_ré Employee-Facing registry content

@\t‘/ = [&] https:/fowosn.connectnd. osfpsp il EMPLOYEE ERF,hj7t sb—CEFALLT

{3 Favorites ‘ i.:‘;s €| Sugoested Sites ~ @ | Web Slice Gallery =

*1|| % II’_"Live Search

IR S R = I

Page = Safety » Tools » l@lv >

T eI
[> Banking

[> Cazh Management

[» Deal Managerment

[» Rigk Management

[ Financial Gateway

[+ WAT and Intrastat

[> Excise and Sales TaxVAT IND
[ Commitrment Contral

[» General Ledger

[> Allocations

[» Statutory Reports

[ SCHM Integrations

[> Set Up FinancialsSupply Chain
[» Enterprise Cormponents

[> Government Resource Directory
[» Background Processes

[= ¥orklist

[> Application Diagnostics

[» Tree Manager

[» Reporting Tools

[» PeopleTools

I Packaging

[ MD Uiilities & Interfaces

[> WD HE Applications

» NDS Reports

— Tax Center

— Treasury Management Center
— Treasury Processing Center

— Treasury Definitions Center

— Back to Portal

— Change My Password

— My Personalizations

— Mty System Profile

— Mty Dictionary

— My Feeds

https: /i, connectnd usfpspindft/EMPLOYEE JERPYs/MEBLIE_PTPP_SC HOMEPAGE FieldFormula,ISc |0 Internet | Pratected Mode: OFF

:‘Startl J % ] 'E]:l @ JI @Empluyee—[acing regi...

A | miorm - ;
<& m)

Step Action

1. Click theND Utilities & Interfaces link.

[l MO Utilities & Interfaces]

2. Click theND State Applicationslink.

ED State Applications

3. Click theBilling link.
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(fBiIIing Load - Windows Internet Explorer

g\:__: |- |g, https: | fumv. connectnd. us/pspindftEMPLOYEEJERPjcfMDS_FS_TMTERFACE NDS_INTFC_BI_LOAD, GELPPO j O ([ #2 | |:!' Live Search P
{_‘f Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +

'_réBi\Iing Load @ - | é; ~ Page -~ Safety ~ Tools = @v >

ORACLE" You are on Database: NDFT

Home: | Warklist | MultiChanne! Console | Add to Favortes | Sign out
Favarites gMain_Menu > MND Utihtiesglnterfaces MWD State &pplications > Eil\ivng »  Biling Load

E Mew window 7 Help B hitip
IDB Billing Load

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

Find an Existing Value [RNENNER T

Maxirmum number of rowes to return {up to 3003|300

Search by: Run Control ID beging with|

" Ccase Sensitive

| Search  |agvanced Search

Fird an Existing Value | Add a New Value

4] | i
javascript: submitAction_win0{document.wind, '#ICSwitchMode"); '_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | o100 - A
Sostart| | G, B 7] @ |[ /& Billing Load - Window... < &m0

Step Action

5. Click theAdd a New Valuetab.
|/ Add a Mew alug |
6. After navigating to a report, the user will be asked to enter a Run Control ID:

The Run control is a database record that allows a user to define criteria for a
specific process. The Run Control is saved after it @teteand can be used agair
or modified, the next time the same process is run. Run Controls are unique tq
ID.

The first time a report is run you will need to Add a New Value. The Run Contf
can be any alpha/numeric combination tarinot have siges.Once the Run
Control is entered you will proceed to the parameters page.

7. Enter the desired information into tRain Control ID field. Enter"BILL_LOAD ".
8. Click theAdd button.
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,_C: Billing Load - Windows Internet Explorer

57::} = [&] hitps: fuwwn. connectnd. us{pspindfHEMPLOYEE/ERP /DS _FS_INTERFACE NDS_INTFC_BI_LoAD.GBLrP0 [2]| G || s || | [&Y Live Search (2]
i} Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery =

»
1€ Billing Load - © [ v Page -+ Safety v Toos - -

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChannel Console | AddtoFavortes | Sign out
Favarites : Main Menu > D Utilities & Interfaces > MWD State Applications > Biling > Biling Load
: - ~ -

B eweindow 7 Help [ custornize Page 1B hitp
MDS Billing Interface

Run Control ID:  BILL_LOAD Report Manager Process Monitor Rty

Load Billing Interface

Attached File: Cé,
OR
File Name: |

Remate File Name: [

:E Save E| Nctify E‘+ Add Updaie.l'Display:
4l | i
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | F00% -

£istart| | 5, B P) @ |[ @ Billing Load - window... «< (& m

Step Action
9. Click in theFile Namefield.

10. The previous bilhg interface Attached File must be deleted prior to adding the
file. Click on the garbage can to delete the existing file.

11. After the previous Attached File is deleted, click on the paper clip to add the ng
billing interface file.

Click the Add Attachment button.

]

12. Click theBrowse...button to locate the origin of the text file.
Browse...
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’_ Billing Load - Windows Internet Explorer

oose File to Upload [x]

. 2 |5| |zl I‘f Live Szarch |EE|

|~ connectin + . - Biling v

@ - - [ @ -~ Page = Safety ~ Toals ~ @v =

Crganize ~ 2 ¥iews + | Mew Folder [7]

Mame = |v| Date modified |-| Type |-| Size |v|
~$ghtly Process Conversion - ...

Favorite Links

B Desktop | A6 Biling Interface Test

18 Computer | 4G Biling Interface Test 2
E Documents | &G Biling Interface Tesk 3
E| Pickures | AG Biling Intetface Test 4

| AG Biling Interface Tesk 5

More  »

| &G Biling Interface Test &

Folders w | &G EBiling Interface Test 7
. JEFF ;I | &4 Biling Interface Test 8-Apr....
1 Toumslliplosds | A6 Biling Interface Test 10_2009
_ | AG Biling Interface Test 12 201...
t f:l‘il:ln | &G Biling Interface Tesk 12_20...

H

| &G Biling Interface Tesk 12_3
Jo MARNLIALS | AG Fire Marshall Eilling Interf]
Ju PAM L | AG Fire Marshall Biling Interf]
o PAYROLL | &G Fire Marshall Eilling Interfk
Jo || AG Fire Marshall Biling Interfac...
[+ '. PERFORM ;I | AG Fire Marshall Fillinn Tnterfar. ..

File name: =] Janfies e =l
=N

Browse...

'_,_,_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFf '\fn_vl F00% v
Lostart| | G, B P] @ |[ /& Billing Load - Window... = (& i)

Step Action

13. Doubleclick the AG Billing Interface Test 12 2010 1list item.
|| A6 Biling Interface Test 12 201...|
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,{r Billing Load - Windows Internet Explorer
G’@ = [&] hitps: fuwsn. connectnd. us{pspindfHEMPLOYEE/ERP /DS _FS_INTERFACE NDS_INTFC_BI_LoAD.GELrP0 ]| S E] J&¥ Live Search

ﬁ; Favorites ‘ 5:5 E Suggested Sites = E ‘web Slice Gallery =

e Billing Load

ﬁ hd - [ é ~ Page v Safety r Tools v ev >
ORACLE" You are on Database: NDFT

Home | MutiChann
Favarites : Main Menu > D Utilities & Interfaces > MWD State Applications > Biling > Biling Load
: -~ + -

ile Attachment

| |K:\ConnectND\AR - Billing\AG Billing Interface Test 1220 Browse..

| [ Upload || Cancel |

’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | F00% =
A","Sl:arll J EN Rl JI /& Billing Load - Window... = )

Step Action
14. Click theUpload button.

15. Click theRun button.
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¥ gi ng Load - Windows Internet Explorer
% % [&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEE/ERP /c/NDS_FS_INTERFACE NDS_INTFC_BI_L0AD.6BL0 (]| G || 9 || X | [&¥ Live Search (2=

{;‘ Favorites ‘ {c‘; €| Sugoested Sites + @ | Web Slice Gallery +

aBi\Iing Load @ - | @ ~ Page -~ Safety ~ Tools = @v >

ORACLE" You are on Database: NDFT
Home | MutiChanne | AddtoF:

Favarites gMain_Menu > MND Utihtiesglnterfaces MWD State &pplications > Eil\ivng »  Biling Load
hitlp

@New\l\finduw ?Help E{'Custum\zepage niER

Process Scheduler Request

User ID: LOEHAMMOMEMND GOV Run Control ID: BILL_L0AD

[ =l runpate: 1210812010 &
Recurrence: =l Run Time: Z:04:40PM Reset to Current DatelTime

Time Zone: Q
Process Type Type *Format Distribution

Select Description Process Hame

cd Billing Load Interface MDS_INTFC_BI Application Engine  |Web - ITXT VI Distribution

Server Name:

Ok | Cancel |
Done [ [ [ [&meemet | Protected Mode: off o v [ -
« Y

Sostart| | G B 7] @ |[ /€ Billing Load - Window...

Step Action
16. Click theOK button.
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fﬁ Billing Load - Windows Internet Explorer

% = [&] https: s, connectd. usfpsp/ndft/EMPLOYEEJERPc/NDS_FS_INTERFACE.NDS_INTFC_B1_LoAD.aBL7P0 [ || B || 49 [ 2 | [& Live s2arch |2~
7 Favarites ‘ 9= @ Suggested Sites = @ | Web Slice Gallery =
@ Biling Load f IR - [ geh v Page~ Safety v Toos+ G@e
ORACLE" Youare on Database: NDFT
Horme
Favarites Main Menu > D Utilities & Interfaces > MWD State Applications > Biling > Biling Load
0 Mewwindow P Help  [# customize Page | ‘
Saved
Run Control ID:  BILL_LOAD Report Manager Process Monitor Rty
Frocess Instance:5722240
Load Billing Interface
Attached File: AG_Billing_Interface_Test_12_2010_1.bd m @'
OR
File Name: |
Remate File Name: [
& save | [=] ntity | E #dd | | J UpdateiDisplay |
4l | i
javascript: submitAction_winD{document. wind, PRCSRQSTOLG_WRK_LOADPRCSMONITORPE'); [ [ [ [ meemet | Protected Mode: off 5 v [ -
Jf'Starll J S mT e JI & Billing Load - Window... = )

Step Action

17. Click theProcess Monitorlink.

Note: This link will open a new window.

Page 58



Training Guide
Module 7 - Billing

ﬂ: Billing Load - Windows Internet Explorer

% = [&] https: fuwmn. connectnd. us/pspindFt{EMPLOYEE/ERP/c/NDS_FS_INTERFACE NDS_INTFC_BI_L0AD.6BL70 (]| G || €2 || X | [&Y Live Search (2=

{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

@ biling Load - o [ gm v Page v Safety v Toos~ (v

ORACLE" You are on Database: NDFT

Home | MutiChanne | AddtoF:
Favarites gMain_Menu > MND Utihtiesglnterfaces MWD State &pplications > Eil\ivng »  Biling Load

B Mew Window 7 Help E{'Custum\zepage htlp =

hEEn

Server List
User ID: LDSHANMONEQ, Type: | =] uast =l E I FET= R | Reftesh
Server: l—Ll Hame: ’7 Q, Instance: ‘ to |
Run [ [ Distribution [ =] ¥ Save On Refresh
Status: Status:
Process List o Find First 1 1.3 of 38 1 Last
Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status Dist:isw Details —
T 5722340 Application Engine NDS_INTFC_Bl  LDSHANMMON@ND. GOV 1200872010 2:04:40PW CST Queued Pid Details
= &7214938 Crystal GLCTSE01- LOSHANMOMEND. GOY 1200372010 319:06PM CST Success Fosted Details
= &721ae37 Crystal GLCTE01- LDSHANMOMEND GOY 1200372010 259:36PM CST Success Fosted Details
- 5721906 SOR Report GLET0Z2 LOSHANMOMEMND GOW 1200372010 9.28:264M CST Success Fosted Details
[~ 57218186 Crystal GLCTE01- LDSHANMOMEMND GOW 11029/2010 252:22P0 CST Success Fosted Details
[~ 5721667 Crystal GLCTSE01- LDSHANMOMEMND . GOY 1102372010 316:52PM CST Success Fosted Details
[ 5721666 Crystal GLCTE01- LOSHANMOMEMD. GOY 1102302010 313:59PM CST Success Fosted Details
- 5721648 Application Engine GL_JEDIT_D LOSHANMOMEMD. GOY 1102302010 1:41:39PM CET Success Fosted Details
= 5721647 Application Engine GL_JEDIT_O LDSHANMOMEMND GOY 1102372010 1:30:27Pw CET Success Fosted Details
[~ 5721646 Application Engine GL_JEDIT_D LOSHANMOMEMD GO 1102302010 127 41Pw CET Warning Fosted Details
- &7215845 Application Engine GL_JEDIT_D LOEHANMOMEMND. GOV 112010 11:01:46AM CET Warning Posted Details
- a721544 Application Engine GL_EXCL_JRMNL LOSHAMNMNOMNGMD. GOV T1ME2010 10:59:18AM CST Success Posted Details
« | _ﬁ'
’_’_'_’_’_’_ﬁ Internet | Protected Mode: OFF '\i’h_vl o100 - v

Sostart| | G B P) @ |[ /& Billing Load - Window... <& w0

Step Action

18. The Process List tab shows the Run Status of the pro€hssprocess may run
through several status typeddre Success.

Click the Refresh button.

19. The process is complete when the Run Stat8sic€essind Distribution Status is
Posted.

Note: If Run Status displays No Success, Contact OMB immediddel\ot re
run the Bill Load process.

20. Click theDetails link.
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fﬁ Billing Load - Windows Internet Explorer

% = [&] hitps: fuwwn. connectnd. us{pspindfHEMPLOYEE/ERP /DS _FS_INTERFACE NDS_INTFC_BI_LoAD.GELrP0 (|| G || €2 || | [&Y Live Search |2~
3’} Favorites ‘ 15 €| Sugoested Sites ~ @ | Web Slice Gallery =

»
1€ Billing Load - « [ v Page -~ Safety v Toos < -

ORACLE" You are on Database: NDFT

Home
Favarites : Main Menu > D Utilities & Interfaces  » MWD State Applications > Biling > Biling Load
: - ~ -

E Mewwindow 7 Help [ customize Page B hitg 2]

hkEa

Precess Detail

Process

Instance: a722240 Tyne: Application Engine
Name: MODE_IMTFC_RI Description: Billing Load Interface
Run Status: Success Distribution Status: Posted
(Run [ Update Process
Run Control ID: BILL_LOAD " Hold Request
Location: Server © Queue Request
-~
Server: PSMNT Cancel Request
” Delete Request
Recurrence: [ Restart Request
Request Created On: 12/09/2010 2:04:44PM CST Farameters Transfer
Run Amytime After:  12009/2010 2:04:40FPM C5T Message Log  iew Locks
Began Process At: 1200972010 2:05811FPM CET Batch Timings
Ended Process At: 1 209/2010 2:05:26PM CST Wiew LogiTrace
javascript: submitAction_winD{document.wind, PMN_DERIVED_INDEX_BTN'Y; [ [ [ [ meemet | Protected Mode: off 5 v [Emie -

f?’startl J EN el JI & Billing Load - Window... < =10

Step Action

21. Click theView Log/Trace link.
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ﬂ: Billing Load - Windows Internet Explorer

% % [&] https: fuwmn. connectnd. us/pspindFt{EMPLOYEE/ERP/c/NDS_FS_INTERFACE NDS_INTFC_BI_L0AD.6BL70 (]| G || 9 || | [&Y Live Search (2=
{;‘ Favorites ‘ {g, €| Suggested Sites + @ | Web Slice Gallery +

=
& Biling Load - « | g v Page -~ Safety - Tools + -

ORACLE" You are on Database: NDFT

Home: | Warklist | MultiChanne! Console | Add to Favortes | Sign out
Favarites gMain_Menu > MND Utihtiesglnterfaces MWD State &pplications > Eil\ivng »  Biling Load

B Mew Window 7 Help E{'Custum\zepage htlp =

hEEn

View LogiTrace

Report ID: 4197123 Process Instance: 5722240 Message Log
Name: MDS_IMNTFC_BI Process Type: Application Engine
Run Status: Success

Billing Load Interface
Distribution Details

Distribution Node: T Expiration Date: IDQID?I201 1

File List

Hame File Size es Datetime Created
AE_NDS INTFC BI 5722240 stiout 459 12/09/2010 20526 980000PM GET

BOS BILL LOAD 6722240 LOGTHT 187 120972010 2:05:26.980000PM CST

Distribute To
Distribution ID Type *Distribution 1D

U=er LOEHARNMON@EMD. GO

Return |
https:/fwew.connectnd us{psreports/ndft/4197123/NDS_BILL_LOAD_5722240_LOG. TAT [ [ [ [ & mtemet | Protected Mode: OFf o v [ -

Sostart| | G, B 7] @ |[ /€ Billing Load - Window... << &m0

Step Action

22. Click theNDS_BILL_LOAD_5722240 LOG.TXT link.
[NDS BILL LOAD 5722240 LOG.TX

23. In this example, the Billing Load Process report indicates 47 Interface records
created.This should match the numberretcords in the uploaded text file.

Note: If there was an error, it would indicate it by the Zero dollar entries excluc

24. Note the Interface ID numbeiThis will be needed when Processing the Billing
Interface (ST 7.4.2).

25. This topic showed how tbboad a Billing Interface.
End of Procedure.
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ST 7.4.2 - Process Billing Interface
Process Billing Interface

Navigation: Billing > Interface Transactions > Process Billing Interface

The Billing Interface Process accomplishes the following:

e Validatesbilling data on the staging table

e Applies defaults to fields not populated from the external systems from the appropriate
level

e Converts all valid billing activity into the bill format

Procedure

This topic shows how to Process a Billing Interface.

ﬁEmplnyee-[ating registry content - Windows Internet Explorer

@:' |g, https: | fwrv . connectnd, us/pep ndft EMPLOVEE [ERP R tab=0EFALLT j g B[+ % I.,"j" Live Search el
S Favortes | 55 @] Suggested Sites ~ @] Weh Slice Galery -

- - »
& Employee-facing registry content | | & - - [ m= - Page =~ Safety - Tools - @@=

[> Program Managerment A
[> Project Costing

[» Proposal Management

[> Maintenance Management

[» Resource Management

[> Lease Administration

[> Travel and Expenses

[ Travel Administration

[ Billing

[» Accounts Receivahle

[+ Accounts Payable

[> eSetflernents

[> Azset Management

[ IT Asset Management

[> Banking

[» Cash Management

[» Deal Managerment

[ Rigk Management

[» Financial Gateway

[ WAT and Intrastat

[» Excise and Sales TaxVAT IND
[» Commitrment Contral

[> General Ledger

[ Allocations

[» Statutory Reparts

[> SCM Integrations

I» Set Up Financials/Supply Chain
[» Enterprise Components

[» Government Resource Directory
[» Background Processes

[ worklist

[ Application Diagnostics

[> Tree Manager

[ Reporting Toaols

[» PeopleToaols

[» Packaging

[> MO Utilities & Interfaces

I» ND HE Applications
[ MDE Reports
— Tax Center

[
e St

https:f fww, connectnd usfpspindfE/EMPLOYEE fERPS s /WEBLIE_EOPP_SC.HOMEPAGE. FieldFormula, IS¢ |O Internet | Pratected Mode: OFF ¥a - | 00 - A

;’Startl J ig m T @ JI @Empluyee—[acing regi.. & @[ﬂ’)}
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Step Action

1. Click theBilling link.

2. Click thelnterface Transactionslink.
!nterfa-::e Transactions
3. Click theProcess Billing Interfacelink.

Erncess Billing Interface

(: Process Billing Interface - Windows Internet Explorer

[ [=1x]

[2]-]

% = [E] https: v connectnd. usipspindt/EMPLOVEE [ERP/C/ENTER_EILLING_INFORMATION.RUM_EL_INTFC.GEL || S || ##)| > | [£% Lve search
i Favortes | 35 @] Suggested Sites ~ @] Weh Slice Gallery -

E Process Billing Interface

ﬁ © = @ - Page = Safety ~ Tools = @v »

ORACLE" You are on Database: NDFT

Home i Al 35 Sign out
Favovrites MainvMenu > Billng » Interface Transactions > Process Biling Interface
H - -

E Mew window  ? Help B htip

=)

Billing Interface

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

Find an T Add a MewValue |

Maxitnurn number of rowes ta return (up to 3003|300
Run Control ID: [ begins with =] |

™ case Sensitive

Search | Clear Basic Search [§) Save Search Criteria

Find an Existing Value | Add a Mew Yalue

4

| |
javascript: submitAckion_win0{document.wind, #ICSwitchMade; ’7’7’7’7 ’7 ’7 ﬁ Internet | Pratected Mode: OFF G"ﬂ - | 0% - A
A"Startl J i T @ JI @ Process Billing Interfa... & @'ﬂ”)

Step Action
4. Click theAdd a New Valuetab.

|/ Add a Mew Valug |

Page 63



Training Guide Cn S E
Module 7 - Billing Nz

T EAGUELN-DL AR Y

Step Action

5. After navigating to a report, the user will be asked to enter a RundCtntr

The Run control is a database record that allows a user to define criteria for a
specific process. The Run Control is saved after it is created and can be used
or modified, the next time the same process is run. Run Controls are uniqueetd
ID.

The first time a report is run you will need to Add a New Value. The Run Contf
can be any alpha/numeric combination ¢arinot have spacednce the Run
Control is entered you will proceed to the parameters page.

6. Enter the desired informati into theRun Control ID field.
Enter"PROCESS BILLING_INTERFACE ".
7. Click theAdd button.
Add

{fProcess Eilling Interface - Windows Internet Explorer

6\—\__} = |§, hittps: |/ fvmvw. connectnd, us/pspndftEMPLOYEEJERFc/EMTER _BILLIMG _INFORMATION, RUM_EI_INTFC, GEL j 4 || 4| x |:‘_' Live Search Feais
{3 Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery -

= »
1€ Pracess Biling Interface & v v [ mm - Page~ Safety v Tools » @v

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChannel Console | AddtoFavortes | Sign out
Favarites EMaln_Menu s Bllng > Interface Transactions > Process Biling Interface
: - -
B Newwindow P Help [ Customize Page B it
Billing Interface

Run ControlID:  PROCESS_BILLING_INTERFACE EeportManager  Process Monitor L S

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

Eeturn to Interface Transactions

:E Save E| Nctify E‘+ Add Updaie.l'Display:
4l | i
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Made: OFF ¥a - | 00 A
f'Starll J a2mETYeé JI & Process Billing Interfa... « )
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Step Action

8. Note: The Interface ID can be obtained from the report ran in the Load Billing
Interface processSee ST 7.4.1Load Billing Interface foreport location.

Enter the desired information into tReom Interface ID field. Enter"'10120910.
9. TheTo Interface IDfield will populate once you click in the blank field.

Click in theTo Interface ID field.

[ ]

10. Click theRun button.

6: Process Billing Interface - Windows Internet Explorer

% = [&] https: fuwmn.connectnd. us/pspindFt/EMPLOYEE/ERF /c/ENTER_PILLING_INFORMATION.RUN_BI_INTFC.GBI ]| S |§| |Z| J&¥ Live Search (2=
{;‘ Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +
Eprocess Eiling Interface @ - =[] @ ~ Page -~ Safety ~ Tools = @v >
ORACLE" You are on Database: NDFT
| MutiChannel Console | Addto Favartes |
Favarites Main Menu > B\Ihvng »  Interface ‘Uansactions »  Process Biling Interface
@New\l\finduw ? Help D/Custurmze Page |
saved
Process Scheduler Request
User ID: LOSHAMMOM@E@MD. GO Run Control ID: PROCESS_BILLING_INTERFACE
Server Name: [ = run Date: 1210972010 E )
Recurrence: I | Run Time: 2:26:47PM . Resetto Current DatefTime
Time Zone: Q
Select Description Process Hame Process Type ‘Type *Format Distribution
(| Billing Interface BlIF0O01 Application Engine  |Weh - ITXT VI Distribution
- Interface & WAT Defaulting BIJOBIOY FSJob (Mone) = I(None) VI Distribution
0K | Cancel |
Done [ [ [ [&meemet | Protected Mode: off o v [ -
Lostart| | G B 7] @ |[ & Process Billing Interf.. <& w0

Step Action
11. Select theBilling Interface option.
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Step Action
12. Click theO_K button.

6: Process Billing Interface - Windows Internet Explorer
% = [&] https: s, connectnd. usfpsp/ndft/EMPLOYEE JERPjc/ZNTER_BILUING INFORMATION. RUN_ET_INTFC. G617 || Sy || 42 || 5 | [& Live s2arch |2~
i} Favorites ‘ {5 €| Suggested Sites ~ @ | Web Slice Gallery =
@Process Billing Intetface & - - [ @ ~ Page - Safety » Tools » ®' »
ORACLE" Youare on Database: NDFT
Home
Favarites Main Menu - > Billing » Interface Transactions >  Process Biling Interface
0 Mewwindow P Help  [# customize Page | |
Saved
Billing Interface
Run ControlID:  PROCESS_BILLING_INTERFACE EeportManager  Process Monitor L Rt
Frocess Instance:5722243
*From Interface ID: |10120910C
*ToInterface ID: 10120810Q,
Eeturn to Interface Transactions
& save | [=] ntity | E #dd | | J UpdateiDisplay |
< | |
javascript: submitAction_winD{document. wind, PRCSRQSTOLG_WRK_LOADPRCSMONITORPE'); [ [ [ [ meemet | Protected Mode: off 5 v [ -
f'Starll J a2mEYeé JI & Process Billing Interfa... « )

Step Action
13. Click theProcess Monitorlink.

Note: This link will open a new window.

14. The process is complete when the Run Stat8siceessnd Distribution Status is
Postel.
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f_ Process Billing Interface - Windows Internet Explorer

% = |&] https: fwwmn.connectnd. us/pspindFt/EMPLOYEE/ERP /c/ENTER_PILLING_INFORMATION.RUN_BI_INTFC.GBL ]| G || €2 || X | [ Live Search (2=

{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

ﬂprocess Eiling Interface @ - =[] @ ~ Page -~ Safety ~ Tools = @v >

ORACLE" You are on Database: NDFT

Home

Favarites gMain_Menu ¥ B\Ihvng »  Interface ‘Uansactions »  Process Biling Interface
@New\l\finduw ? Help E{'Custurmze Page htlp =]

hEEn

Server List

User ID: LDSHANMONEQ, Type: | =] uast = E I FET= R | Reftesh

Server: l—Ll Hame: ’7 Q, Instance: ‘ to |

Run [ [ Distribution [ =] ¥ Save On Refresh

Status: Status:
Process List ize | Find |* | 1 First Bl 130 0139 1) L
Select Instance Seq. Process Type Process Hame User Run Date/Time Dist:isw Details foren
= 5722243 Application Engine BIIFOO01 LOSHANMMOME@MD.GOY 1 20082010 2:26:47FM CET Frocessing  MiA Details
[l 5722240 Application Engine MDS_INTFC_Bl | LDSHANMOME@MND GOV 12/09/2010 2:04:40PM CET Success Fosted Details
= 5721838 Crystal GLCTE01- LOSHAMMOME@MD GO 1 200372010 31 9:06FM CET Success Fosted Details
[l 5721837 Crystal GLCTE01- LOSHAMMOME@MD G0N 1 200372010 2:59:36FM CET Success Fosted Details
= 5721808 SQR Report GLST0 2 LOSHAMMOME@MD.GON 1200372010 9:28:26AM C5T Success Fosted Details
[l 721818 Crystal GLCTE01- LOSHAMMOME@MD GO 1 1028/2010 2:52:32PM CET Success Fosted Details
= 5721667 Crystal GLCTE01- LOSHAMMOM@MD GOV 1102372010 316:52FM C5T Success Fosted Details
= 721666 Crystal GLCTE01- LOSHAMMOM@E@MD GO 1102372010 3013:59PM CET Success Fosted Details
= 6721648 Application Engine GL_JEDIT_O LOSHAMMOM@E@MD. GOV 1102372010 1:41:39FPM CET Success Fosted Details
= G721647 Application Engine GL_JEDIT_0O LOSHAMMOM@E@MD GO 1102372010 1:30:27PM CET Success Fosted Details
= 721648 Application Engine GL_JEDIT_O LOSHAMMOM@E@MD.GOY 1102372010 1:27:41PM CET Warning Fosted Details
= 97215435 Application Engine GL_JEDIT_O LOSHAMMNOMEMD.GOY 11162010 11:01:464M C5T Warning Fosted Details

4 | 3|
Done [ [ [ [&meemet | Protected Mode: oFf o v [ -
:'Startl J i B % e J I /& Process Billing Interfa... @[(}))

Step Action
15. Click theRefreshbutton.

16. Click theDetails link.
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fﬁ Process Billing Interface - Windows Internet Explorer
% = [&] hitps: fuwn. connectnd. us{pspindfH{EMPLOYEE/ERP /c/ENTER_BILLING_INFORMATION. RUN_BI_INTFC.GBL ]| G || €2 || | &Y Live Search |2~
3’} Favorites ‘ 15 €| Sugoested Sites ~ @ | Web Slice Gallery =

gProcess Billing Interface & - = [ @ ~ Page v Safety v Tools v ®v »

ORACLE" You are on Database: NDFT

Home

Favarites EMaln_Menu s Bllng > Interface Transactions > Process Biling Interface
H - -

E Mewwindow 7 Help [ customize Page B hitg 2]

hkEa

Precess Detail

Process

Instance: a722243 Tyne: Application Engine
Name: BIFOO01 Description: Billing Interface
Run Status:  Success Distribution Status: Posted
(Run [l UptateProcess
Run Control ID: PROCESS_BILLING_INTERFACE " Hold Request
Location: Server © Queue Request
-~
Server: PSMNT Cancel Request
” Delete Request
Recurrence: € Restart Request
Request Created On: 12/09/2010 2:26:54PM CST Farameters Transfer
Run Amdtime After: 12092010 2:26:47PM CET Message Log  Wiew Locks
Began Process At: 1200972010 2:27:06FPM C5T Batch Timings
Ended Process At: 1 209/2010 2:28:22PM CST Wiew LogiTrace
javascript: submitAction_winD{document.wind, PMN_DERIVED_INDEX_BTN'Y; [ [ [ [ meemet | Protected Mode: off 5 v [Emie -

f?’startl J EN Rl JI & Process Billing Interfa... < =)

Step Action

17. Click theView Log/Trace link.
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% = |&] https: fwwmn. connectnd. us/pspindFt/EMPLOYEEERF/c/ENTER_PILLING_INFORMATION.RUN_BI_INTFC.GBL ]| G || €2 || X | [&¥ Live Search
{;‘ Favorites ‘ EQ:'S €| Sugoested Sites + @ | Web Slice Gallery +

ﬂ Process Billing Interface

ORACLE" You are on Database: NDFT

Home
Favarites gMain_Menu ¥ B\Ihvng »  Interface ‘Uansactions »  Process Biling Interface

View LogiTrace

e el

Report ID: 4197126 Process Instance: 5722243 Message Log

Name: BIIFOOO1 Process Type: Application Engine
Run Status: Success

Billing Interface
Distribution Details

Distribution Node: T Expiration Date: IDQID?I201 1
|| File List
Hame File Size es Datetime Created
AE BIFO001 5722243 AET 195 1200972010 2:28:22.200000PM CST
AE BIFOO0T 5722243 stdout 637 120972010 2:28:22 200000FM CST
|| Distribute To
Digtribution ID Type *Distribution I
User LDSHANNON@END. GOY
Return |
Cione

B Mew Window 7 Help E{'Custum\zepage htlp =

hEEn

Il

'_ '_ '_ ’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF

Lostart| | G, B 7] @ |[ & Process Billing Interf..

BRI
<« (&) WY

Step Action

18. Click the AE_BIIFO001_5722243.stdoutink.
EE BIIFO00Y 5?22243.5tdnuﬂ

19. The process is a success whenTtransactions in Errds 0(Zero).

20. This topic showed how to Process a Billing Interface.
End of Procedure.
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ST 7.4.3 - View Billing Interface Completions
View Billing Interface Completions

Navigation: Billing > Interface Transactions > Review Interface Completions

After the Billing Interface Process is complete, the bill line status is updated toERReor

DON. If the status iDON, it indicates that a bill has been created and the bill line is moved to
the appropriate page#.the status i€RR, the bill lines willneed to be corrected

(See ST 7.4.4Correct Billing Interface Errors).

Procedure

This topic shows how to run a View Billing Interface Completions report.

ﬁEn1plnyee-[ating registry content - Windows Internet Explorer

@:j f » |g hittps: | fieva, connectnd, us/ psp/ndfEEMPLOYEEJERP (h 7t ab=DEFALLT j RS |:_::r Live Search o[-

3 Favorites | 55 @] Suggested Sites ~ @] Weh Slice Gallery -

- ~ »
& Employee-facing registry content | | I v B - ) = o- Page - Safety - Toos - g

[ Services Procurement -l
[ Sourcing

[> Engineering

[» Manufacturing Definiions
[> Production Control

[> Canfiguration Modeler

[» Product Configurations

[ Cuality

> Demand Planning

I Inventary Folicy Flanning
[> Supply Flanning

[» Grants

[» Program Managerment

[> Project Costing

I» Proposal Managerment

[> Maintenance Management
[» Resource Management
[> Lease Administration

[> Travel and Expenses

[ Travel Administration

[ Billing

[» Accounts Receivahle

[+ Accounts Payable

[» eSettlements

[> Azset Management

[+ IT Asset Management

[> Banking

[» Cash Management

[» Deal Managerment |
[ Rigk Management

[» Financial Gateway

[ WAT and Intrastat

[» Excise and Sales TaxVAT IND
[» Commitrnent Contral

[> General Ledger

[ Allocations

[» Statutory Reparts

[> SCM Integrations

[ Set Up Financials/Supply Chain
[» Enterprise Components

[

-
https:f fww, connectnd usfpspindfE/EMPLOYEE fERPS s /WEBLIE_EOPP_SC.HOMEPAGE. FieldFormula, IS¢ |0 Internet | Pratected Mode: OFF a - | 0% - A

:‘Startl J i el @ JI @Empluyeeffacing regi.. s @'ﬂ’))
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Step Action
1. Click theBilling link.
2. Click thelnterface Transactionslink.

!nterfa-::e Transactions

3. Click theCreate Billing Intrfc Report link.
Ereate Billing Intric Report

(: Create Billing Intrfc Report - Windows Internet Explorer

[ [=1x]

[2]-]

% = [E] https: v connectnd. usipspindt/EMPLOVEE [ERP/C/ENTER_EILLING INFORMATION.RUM_EL_INTFCa.Gt x| S || ##)| X | [£% Lve search
i Favortes | 35 @] Suggested Sites ~ @] Weh Slice Gallery -

E Create Billing Intrfc Repart

ﬁ © = @ - Page = Safety ~ Tools = @v »

ORACLE" You are on Database: NDFT

Home i Ad =3 Sign out
Favovrites §MainvMenu > B\Ihvng > Interface 'I"ransactions > Create Biling Intrfc Report

E Mew window  ? Help B htip

=)

Billing Interface

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

Find an T Add a MewValue |

Maxitnurn number of rowes ta return (up to 3003|300
Run Control ID: [ begins with =] |

™ case Sensitive

Search | Clear Basic Search [§) Save Search Criteria

Find an Existing Value | Add a Mew Yalue

4

| |
javascript: submitAckion_win0{document.wind, #ICSwitchMade; ’7’7’7’7 ’7 ’7 ﬁ Internet | Pratected Mode: OFF G"ﬂ - | 0% - A
A"Startl J i T & JI {& Create Billing Intrfc R... = @'ﬂ”)

Step Action
4. Click theAdd a New Valuetab.

|/ Add a Mew Valug |
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Step Action

5. After navigating to a report, the user will be asked to enter a Run Control ID:

The Run control is a database record that allows a user to define criteria for a
specific process. The Run Control is saved after it is created and can be used
or modified, the next time the same process is run. Run Controls are unique td
ID.

The first time a report is run you will need to Add a New Value. The Rurr@ont
can be any alpha/numeric combination ¢arinot have spacednce the Run
Control is entered you will proceed to the parameters page.

6. Enter the desired information into tRein Control ID field.
Enter"BILLING_INTERFACE_REPORT ".
7. Click theAdd button.
Add

{ftreate Eilling Intrfc Report - Windows Internet Explorer

6\—\__} = [&] hitps: fuwe. connectnd. us{pspindfH{EMPLOYEE/ERP /c/ENTER_BILLING_INFORMATION.RUN_BI_INTFCE.6E ]| G || €2 || | &Y Live Search L

{3 Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery =

- »
_récreate Billing Intrfc Report & - v [ mm - Page~ Safety v Tools » @v

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChannel Console | AddtoFavortes | Sign out
Favarites EMaln_Menu s Billng > Interface Transactions > Create Biling Intrfc Report
: - -
B Newwindow P Help [ Customize Page B it
Billing Interface

Run Control ID:  BILLING_INTERFACE_REFORT Report Manager Process Monitor | U0

Language: English :I'

Range Selection
© Interface ID Interface ID: |
P
Date Added To Interface ID:

Eeturn to Interface Transactions

:ﬁ Save El Nctify E‘+ Add Update.fDispla\f:
4l | i
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Made: OFF ¥a - | 00 A

f'Starll J a2mYeé JI {& create Billing Intrfc R... « )
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Step Action

8. Enter the desired information into theerface ID field. Enter"10120910.
9. Click in theTo Interface ID field to populate with the same interface id.

L]

10. Click theRun button.

C: Create Billing Intrfc Report - Windows Internet Explorer [_[=]x]
. A k2 P . -
% = [&] https: /e, connectnd. usipspindft/EPPLOVEEJERPc/ENTER_BILLING INFORMATION,RUN_BI_INTFC3.of ]| S |[#2 ]| | [8F Lve search =B

3 Favortes | 35 @] Suggested Sites ~ @] Weh Slice Gallery -

»
(& Create Biling Inkrfc Report & - - [ g - Page - Safety - Toos - -

ORACLE" You are on Database: NDFT

Haome

Favovrites §MainvMenu > B\Ihvng > Interface 'I"ransactions > Create Biling Intrfc Report

B rewindow P Help B customize Page B hitp

hkEa

Process Scheduler Request

User ID: LOSHANMOMEMND GO Run Control ID: BILLING_INTERFACE_REPORT

Server Name: I | RunDate: 12/08/2010 [51)
Recurrence: I Tl Run Time: 246 24PM . Resetto Current Date/Time
Time Zone: Q

Select Description Process Hame Process Type ‘Type *Format Distribution
- Intf: Detail Surnry By Intfc (D BIFDOO1 Crystal IPDF 'l Distribution
- Intf: Detail Surnry By BU BIFDOOZ Crystal IPDF 'l Distribution
- Intf Surnmary By Intfc 1D BIFDOOZ Crystal IPDF l Distribution
r Intf Surmmary By BU BIFDO04 Crystal I 'l Distribution
r Intfe: Errar Surnry By Intfe 1D BIFEDDT Crystal I 'l Distribution
r Intfe: Errar Surmry By B BIFEODZ Crystal I I Distribution
Ok Cancel
Done lililililililé Internet | Pratected Mode: OFF vﬂ | 100% -

A"Startl J i T & JI (& Create Billing Intrfc R... = . @[ﬂ”)

Step Action
11. Select thdntfc Detail Sumry By Intfc ID option.

12. Click theOK button.
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Create Billing Intrfc Report - Windows Internet Explorer

% = [&] hitps: fuwsn. connectnd. us{pspndfH{EMPLOYEE/ERP /c/ENTER_BILLING_INFORMATION.RUN_BI_INTFCE.6E ]| G || €2 || | & Live Search

i} Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery =

»
gcreate Billing Intrfc Report & - = [ @ ~ Page v Safety v Tools v @v

ORACLE" You are on Database: NDFT

Home hutiChannel

Favarites EMaln_Menu s Billng > Interface Transactions > Create Biling Intrfc Report
H - -

0 Mewwindow P Help  [# customize Page | ‘
Saved

Run Control ID:  BILLING_INTERFACE_REFORT Report Manager Process Monitor | U0

Language: English :I' Pracess Instance: 5722246

Range Selection

* Interface ID Interface ID:
 pate Added

10120810

To Interface ID; 10120910

Eeturn to Interface Transactions

B save | [=] motity | E add | | JE UpdateiDisplay |

4l | i

javascript:submitAction_win0{document.wind, PRCSROSTOLE WRE_LOADPRCSMOMITORPE'); ﬁ Internet | Pratected Mode: OFF v"ﬂ - | 00 A

Srstant| | 2, om0 T S J| {& Create Billing Intrfc R... « )

Step Action

13. Click theProcess Monitorlink.
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f_ Create Billing Intrfc Report - Windows Internet Explorer

% % |&] https: fuwmn.connectnd. us/pspindFt{EMPLOYEE/ERF/c/ENTER_PILLING_INFORMATION.RUN_BI_INTFCa.61 ]| G || €2 || X | & Live Search (2=

{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

»
acreate Billing Intrfc Report @ - =[] @ ~ Page -~ Safety ~ Tools = @v

ORACLE" You are on Database: NDFT

Home: | MuttiChannel

Favarites gMain_Menu ¥ B\Ihvng »  Interface ‘Uansactions »  Create Billing Intrfc Report
@New\l\finduw ? Help E{'Custurmze Page htlp =]

hEEn

Server List
Wiew Process Request For
User ID: LDSHANMONEQ, Type: | =] uast = E I FET= R | Reftesh
Server: 'I Hame: Q Ins’lance:‘ to |
Run vl Distribution I -l ¥ Save On Refresh
Status: Status:

Process List

Select Instance Seq. Process Type Process Hame  User Run Date/Time Run Status " Details =
= 5722245 Crystal BIFDO01 LOSHANMMOME@MND.GOY 1 20082010 2:46:24PM CET Gueued Details
[l 5722343 Application Engine BIIFOO01 LOSHAMMOME@MD.GOY 1 20082010 2:26:47PM CET Success Fosted Details
= 5722240 Application Engine MOS_INTFC_Bl  LDSHANMOMEMD GO 12/09/2010 2:04: 40P CST Success Fosted Details
[l 5721838 Crystal GLCTE01- LOSHAMMOME@MD G0N 1 200372010 31 9:06FM CET Success Fosted Details
= 5721937 Crystal GLCTE01- LOSHAMMOME@MD GO 1 200372010 2:59:36FM C5T Success Fosted Details
[l 721808 SGR Report GLETM 2 LOSHAMMOME@MD G0N 1200372010 9:28:26AM C5T Success Fosted Details
= 5721818 Crystal GLCTE01- LOSHAMMOM@MD.GOY 11/28/2010 2:52:32PM C5T Success Fosted Details
= 721667 Crystal GLCTE01- LOSHAMMOM@E@MD GO 1102372010 316:52PM CET Success Fosted Details
= 6721666 Crystal GLCTE01- LOSHAMMOM@E@MD. GOV 1102372010 301 3:59FM CET Success Fosted Details
= 6721648 Application Engine GL_JEDIT_0O LOSHAMMOM@E@MD GO 1102372010 1:41:39FPM CET Success Fosted Details
= 721647 Application Engine GL_JEDIT_O LOSHAMMOM@EMD.GOY 1102372010 1:30:27PM CET Success Fosted Details
= 2721648 Application Engine GL_JEDIT_O LOSHAMMOMEMD.GOY 1102372010 1:27:41PM CST Warning Fosted Details
« | _ﬁ'
’_’_'_’_’_’_ﬁ Internet | Protected Mode: OFF ¥o - | 00 v
Srstart| | 2 W T @& Jlm =L
Step Action
14. Click the Refresh button.
15. The process is complete when the Run Stat8siceessnd Distribution Status is

Posted.
16. Click theDetails link.
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fﬁ Create Billing Intrfc Report - Windows Internet Explorer

% = [&] hitps: fuwse. connectnd. us{pspindfH{EMPLOYEE/ERP /c/ENTER_BILLING_INFORMATION.RUN_BI_INTFCE.GE ]| G || €2 || | &Y Live Search |2~
o7 Favarites ‘ 9% @ Suggested Sites = @ | Web Slice Gallery =
»
@Create Billing Intrfc Report & - = [ @ ~ Page v Safety v Tools v ®v

ORACLE" You are on Database: NDFT

Home

Favarites : Main Menu - > Billing » Interface Transactions > Create Biling Intrfc Report
: - -
B Mewwindow P Help  [# customize Page Eontp

hkEa

Precess Detail

Process

Instance: a722246 Tyne: Crystal
Name: BIFDO01 Description: Intfc Detail Surmry By Intfc 1D
Run Status: Success Distribution Status: Posted
(Run [ Update Process
Run Control ID: BILLING_INTERFACE_REFORT " Hold Request
Location: Server © Queue Request
-~
Server: PSMNT Cancel Request
” Delete Request
Recurrence: [ Restart Request
Request Created On: 12/09/2010 2:46:58PM CST Farameters Transfer
Run Amytime After:  12009/2010 2:46:24FM C5T Message Log
Began Process At: 1200972010 2:47:32FPM CET Batch Timings
Ended Process At: 1 209/2010 2:47:39PM CST Wiew LogiTrace
javascript: submitAction_winD{document.wind, PMN_DERIVED_INDEX_BTN'Y; [ [ [ [ meemet | Protected Mode: off 5 v [Emie -

Listart| | 5, B P @ || @ create Billing Intrfc k.. < )

Step Action

17. Click theView Log/Trace link.
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f_ Create Billing Intrfc Report - Windows Internet Explorer

% = |&] https: fuwmn.connectnd. us/pspindFt{EMPLOYEE/ERP/c/ENTER_PILLING_INFORMATION.RUN_BI_INTFCa.61 ]| G || €2 || X | & Live Search (2=
o Favorites ‘ 9, @ Suggestad Sites * @ | Web Slica Gallery

ﬂ Create Billing Intrfc Repart

ORACLE" You are on Database: NDFT

Home

Favarites gMain_Menu ¥ B\Ihvng »  Interface ‘Uansactions »  Create Eilling Intrfc Report

B Mew Window 7 Help E{'Custum\zepage htlp =

hEEn

View LogiTrace

Report ID: 4197129 Process Instance: 5722746 Message Log
Name: BIFDOO1 Process Type: Crystal

Run Status: Success

Intfc Detail Sumry By Intfi 1D
Distribution Details

Distribution Node: T Expiration Date: IDQID Trzo
File List
Hame File Size es Datetime Created
BIFDO01 6722246 PDF B1,020 12/09/2010 2'47°38 BEINOOPM GET
CRW BIFDO0T 5722246 [og 1] 120972010 2:47:39.863000PM 5T
bssaltracetre 496 1200972010 2:47:39.863000FPM C5T
Distribute To
Distribution ID Type *Distribution ID
User LOEHARNMNON@E@MD. GOY
Return <
https:{fwa. connectnd uspsreports/ndft /41971 29/EIIFD001_S5722246.FDF [ [ [ [ [&mtemet | Protected Mode: OFf o v [ -

f'Startl J i | e JI /& Create Billing Intrfc R... “® @[(}))

Step Action

18. Click theBIIFD001_5722246.PDHink.
BIFCO01 5722246.PDF

19. The Interface Detail Summary Report includes detail by Interface ID, Load Std
Unit, Customer and Invoice.

20. This topic showeddw to run a View Billing Interface Completions report.
End of Procedure.

Page 77



Training Guide
Module 7 - Billing

ST 7.4.4 - Correct Billing Interface Errors
Correct Billing Interface Errors

Navigation: Billing > Interface Transactions > Correct Interface Errors

When the Billing Interfae status i€RR, it indicates that an error occurred and the bill was not
created.When bills do not pass the validation process, they remain in the staging area with an
error status until the bill is correcte¥ou can correct the error andmen the Blling Interface
Process to create the bill.

DO NOT run the Load Billing Interface (ST 7.4.1) process again as this will error in the
system.

Procedure

This topic shows how to Correct Billing Interface Errors.

(FEmplnyee—[acing registry content - Windows Internet Explorer

@i:j |- |g, hittps: v, connecknd. us/psp ndft EMPLOYEE JERP by 7t ab=DEFALLT j EREIETES |-7_-’r Live Search yeREs
{_7 Favorites ‘ {.5 €| Suggested Sites + @ | Web Slice Gallery +

= ~ »
(& Employes-facing registry content | | fi v ED - ) mm o~ Pags - Safety - Tools - g

[» Catalog Management ;I
[> Promotions

[» Custormer Contracts

[» Order Managerent

[» Pricing Configuration

[» Customer Returns

[+ ltemns

[> Cost Accounting

[ Yendors

I» Purchasing

[ Inventory

[» eProcurerment

[» Services Procurerment

[> Sourcing

I» Engineeting

[> Manufacturing Definitions
[» Production Control

[» Configuration Modeler

[> Product Configurations

[ Guality

[> Demand Flanning

[> Inventory Policy Flanning
[» Supply Planning

[> Grants |
[= Program Management

[» Project Costing

[> Proposal Management

[> Maintenance Management
[» Resource Management

[> Lease Administration

[ Travel and Expenses

[> Travel Administration

[> Billing

[» Accounts Receivable

[» Accounts FPayahle

[> eSetlements

[» Asset Management

[+ IT Asset Management

[ Banking

[ Cash Management _|

’_’_’_’_ ’_ ’_ & Tikernet | Pratected Mode: OFF cav | miore -
:‘Starll J i .| e JI & Employee-facing regi... = @(}))
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Action

Click theBilling link.

Click thelnterface Transactionslink.

!nterfa-::e Transactions

Click theCorrect Interface Errors link.

Eurrem Interface Errors

Type the Interface ID in the Interface ID field and click Seat€lthere are errors,
the Process Interface Billing (PS_INTFC_BI) page will identify the erfax.the
error and SaveContinue with the Billing Interface process.

This topic showed how to Correct Billing Interface Errors.
End of Procedure.
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ST Lesson 7.5 - Generating Invoices
Generating Invoices

An invoice is the document that you sengooir customer requesting payment for goods,
services provided, or bothn PeopleSoft, after you create a bill, you can generate an invoice if
the necessary header and line information is entered and the bill SRI¥ (Ready).

When a bill is crated, the default bill status is generdlllgW. You can change the bill status in

two ways: manually change the status of each bill or usdtthé&tatus Change(ST 7.5.1- Bill
Status Change) process.

ST 7.5.1 - Bill Status Change
Bill Status Change

Navigation: Billing > Maintain Bills > Change Status of Bills

You can change the status for a group of bills having the status of New, Hold, Ready, Pending, or
Canceled to New, Hold, or Read¥his can help you prepare for the invoicing procedures

To change the status for a group of bills, perform the following steps:

e Perform search to find bills that require status change.

¢ Run the Status Change process.

e View the pro forma invoice (optional).

e Perform search to confirm bill status change.
Procedure

This topic shows how to run a Bill Status Change.
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(,;‘Emplnyee—[a ing registry content - Windows Internet Explorer

@_:: ) = |&] https:/jvwn. connectnd.usipsp/ndft/EMPLOYEE ERPjhy7:ab=CEFALILT =1 B || 5 [$2 ) ¢ | JRF Live Search 2

{_7 Favorites ‘ {.5 €| Suggested Sites + @ | Web Slice Gallery +

= ~ »
(& Employes-facing registry content | | ﬁ - - [f pey - Page - Safety + Tools - -

[ tems ;I
[> Cost Accounting

[ Wendors

I» Purchasing

[= Irventary

[» eProcurerment

[> Services Procurement

[> Sourcing

[> Engineering

[> Manufacturing Definitions
[» Production Caontral

[» Configuration Modeler

[> Product Configurations
I Quality

[> Demand Flanning

[= Inventory Palicy Planning
[» Supply Planning

[> Grants

[= Program Management

[» Project Costing

[> Proposal Management

[» Maintenance Managerment
[» Resource Management
[» Lease Administration

[ Travel and Expenses

[> Travel Administration

[ Billing

[» Accounts Receivable

[> Azcounts Payable

[> eSettlerments

[> Asset Management

[+ IT As=et Management

[» Banking

[» Gash Management

[> Deal Managerment

I» Risk Management

[> Financial Gateway

[ AT and Intrastat

[> Excise and Sales TaxWAT IMD
> Commitrment Control

Il

-
https:{ fvaww .connectnd . usfpspindfHEMPLOYEE/ERP/s WEELIE_EOPP_SC.HOMEPAGE. FieldFormula. 15c |W Internet | Protected Mode: OFF g | 00 - A

:‘Startl J i Y e JI /& Employee-facing regi... <« @[{}))

Step Action
1. Click theBilling link.

2. Click theMaintain Bills link.

3. Click theChange Status of Billdink.
Ehange Status of Bills
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T EAGUELN-DL AR Y

{fthange Status of Bills - Windows Internet Explorer

6\:;:.‘ - I@, https:f,l’www.:Unnectnd.usp’p5p,l’ndFt,I’EMPLO\r'EEfERP,ic,l’MANAGE_BILLING_UTILITIES.RUN_BI_STSCHG.GBLTj 5 *2 ([ X I:‘_' Live Search Felks

{3 Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery =

= »
1€ change Status of Bills & v v [ mm -~ Page~ Safety v Tools » @v

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChannel Console | AddtoFavortes | Sign out
Favarites : Main Menu - > Billng » Maintain Bils > Change Status of Bills
: - -

B Mew window 2 Help B nttp

htEn

Bill Status Change

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

S R L E (Adda NewValue |

Maximurm number of rows to return fup to 300y | 200
Run Control ID: | begins with > ||

™ case Sensitive

. Search | Glear |Basic Search [F] Save Search Criteria

Fird an Existing Value | Add a New Value

4l | i
javascript:submitAckion_winO{document. wind, #ICSwitchMads; ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF ¥a - | 00 A

A"Starll J % .l e JI & change Status of Bills... <= @(}’J

Step Action

4. Click theAdd a New Valuetab.
|/ Add & Mev Value
5. After navigating to a ngort, the user will be asked to enter a Run Control ID:

The Run control is a database record that allows a user to define criteria for a
specific process. The Run Control is saved after it is created and can be used
or modified, the next time th@sie process is run. Run Controls are unique to a
ID.

The first time a report is run you will need to Add a New Value. The Run Contf
can be any alpha/numeric combination tarinot have spaceSnce the Run
Control is entered you will proceed tetharameters page.

6. Enter the desired information into tRein Control ID field.
Enter"BILLING_STATUS CHANGE ".
7. Click theA(_jd button.
Add
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Step Action

8. Make sure thé&rom StatusTo StatusandRange Selectioparameters are selecteo
on the Status Changereen

ﬂ: Change Status of Bills - Windows Internet Explorer

57::} w [&] https: fuwsn.connectnd. usfpspndftEMPLOYEE [ERP/cMANAGE _BILLING_UTILITIES.RUN_BI_5T5CHE. 55U ]| G || €2 || | & Live Search |2~

{; Favorites ‘ {& €| Suggested Sites ~ @ | Web Slice Gallery =

@Change Status of Bills & - = [ @ ~ Page v Safety v Tools v @v »

ORACLE" You are on Database: NDFT
Home 3 - sole Addto Favortes | Sign out
Favarites éMaln_Menu b3 B\Ihvng ¥ Malntgn Bils : Change Status of Bills

E Mewwindow 7 Help [ customize Page

==

Run Control ID:  BILLING_STATUS_CHANGE Feport Manager Frocess honitor 2t
Language: English hd

Fromstatus W Tostatus
¥ Hew ™ Ready *New Bill Status: IReady Bill v[

™ Hold ™ canceled
™ Pending
Range Selection [~ include Consolidation Group
Lol 1] " Imyoice ID Business Unit: 12500 G
" Bill Cycle  CustID
 Start Add  Bill Type
' Range ID  Bill Source
' Copy Group ID
Return to Interface Transactions
(B save | [ matity | By Add | [ UpdateiDisglay |
4] | i
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | H00% -

A"'Starll J i .l e JI & change Status of Bills... <= @(}’J

Step Action
9. Click theRun button.
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~ Change Status of Bills - Windows Internet Explorer

i} Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery =

g Change Status of Bills
ORACLE" You are on Database: NDFT

Favarites EMaln_Menu s Billng > Maintan Bils > Change Status of Bills
H - -

Process Scheduler Request

User ID: LOSHAMMOMNE@MND GO

% = [E] hitps: [fowow. connectnd. usfpspindft/EMPLOVEE ER PJc/MANAGE_BILLING_UTILITIES RUN_B1_5T5cHG, ca0 ]| G |42 )] x| JAY Live search

Run Control ID: BILLING_STATUS_CHAMNGE

(2[]

»

- v [ e v Page v Safety  Toos » (g~

Home | MultiChannel «

hkEa

E Newwindow 7 Help [ customize Page

12/09/2010 [59

Server Name:

-

I j' Run Date:
[ T00:44PM |

Run Time:

Resgetto Current DaterTima |

Recurrence:

&

Time Zone:

Process Hame Process Type

Select Description

W Invoice Status Change BINMCETS SCOR Report
oK || Cancel |
Done

;‘."'Startl J i . ] e JI & change Status of Bills...

*Format Distribution

= IPDF 'I Distribution

Type

A | mire -

l_ l_ l_ ’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF
« @& B

Step Action

10. Click theO_K button.
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'_l:hange Status of Bills - Windows Internet Explorer
% = [&] https: s, connectd. usipspndftEMPLOYEE JERPjc/MANAGE_BILLING_NTILITIES RUN_BT_5T5CHG.GAL || S || 42| 5 | [& Live search (2=
{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +
/€ Change Status of Bills @ - [ @ ~ Page - Safety ~ Tools + @v >
ORACLE" You are on Database: NDFT
Home: | MuttiChannel
Favarites Main Menu > B\Ihvng ¥ Maintgn Eils : tChange Status of Bills
B rewewindow P Help [ Customize Page ‘
Saved
Run Control ID: BILLING_STATUS_CHANGE Report Manager Frocess Maonitar R
Language: English = Process Instance 5722246
From Status To Status
¥ Hew " Ready *New Bill Status: IReady Bil x|
I Hold " canceled
™ Pending
Range Selection ™ Include Consolidation Group
& an ¢ Imvoice ID Business Unit: 12500 | &
 Bill Cycle  Cust ID
 Start Add  Bill Type
' Range ID " Bill Source
' Copy Group ID
Return to Interface Transactions
B save | [=] motity | Ey &dd | | UpdateiDisplay |
4] | i
javascript:submitAction_wind{document.wind, PRCSRQSTOLG_WRK_LOADPRCSMONITORFEY; [ [ [ [ [& mtemet | Protected Mode: OFf o v [ -
:'Startl J i B % e JI {& Change Status of Bills... @[(}))

Step Action

11. Click theProcess Monitorlink.
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fﬁ Change Status of Bills - Windows Internet Explorer
% = [&] hitps: fuwen. connectnd. us{pspindfHEMPLOYEE/ERP/c/MANAGE _BILLING_UTILITIES.RUN_BI_5T5CHG. G50 ]| G || s || | &Y Live Search |2~

i} Favorites ‘ {3 €| Sugoested Sites ~ @ | Web Slice Gallery ~

gchange Status of Bills & - = [ @ ~ Page v Safety v Tools v @v »

ORACLE" You are on Database: NDFT

Home

Favarites EMaln_Menu s Bllng > Maintan Bils > Change Status of Bills
H - -

Server List
View Process Request For
User ID: LDSHANNONE Q. Type: | M EE =l a0 [pas ] | Refresh

Server: 'I Name: Q, Instance: to |
Run vl Distribution I vl W Save On Refresh

Status: Status:

Process List

Select Seq. Process Type Process Hame  User Bun Date/Time Details
- 5722248 SQR Report BINCETS LDSHANMOME@MND.GOY 12/08/2010 2.00:44PM CST Queued Details
[T 5722246 Crystal BIFDOO1 LOSHANMOME@MD GO 1 2/08/2010 2 46.24PM CET Success Fosted Details
- 5722243 Application Enging BIFOO01 LDSHANMOM@MND.GOY 12/08/2010 226:47PM CST Success Fosted Details
= 5722240 Application Engine MODE_INTFC_BI  LDSHAMMOM@MD GO 12/08/2010 2.04:40PM CET Success Fosted Details
= 57214938 Crystal GLCTE01- LODSHANMOM@MND.GOY 120372010 313:06PM CST Success Fosted Details
= &7a1aI7 Crystal GLCTE01- LOSHANMOM@MD GO 120372010 2.59:36PM CET Success Fosted Details
- 57214606 SGR Report GLS7012 LDSHANMOM@E@MD . GOY 1200372010 3:28:26AM CET Success Fosted Details
= a721e18 Crystal GLCTE01- LOSHANMMOMEMND GO 1172972010 252:22PM CST Success Posted Details
= 571 EBRY Crystal GLCTA01- LOSHAMMNOMEMND GOV 1102372010 316:52PM CST Success FPosted Details
[ 5721 6BRE Crystal GLCTA01- LOSHAMMNOMEMD GOV 1172372010 313:59PM C5T Success FPosted Details
= 5721648 Application Engine GL_JEDIT_DO LOSHAMMNOMNEMND GOV 1102372010 1:41:39PM CST Success FPosted Details
= &72E47 Application Engine GL_JEDIT_D LDSHANMMOM@ND GO 11/23/2010 1:30:27PM CST Success Posted Details

4 | 3|
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | H00% =
;."Startl J i T e JI & change Status of Bills... * @(}’J

Step Action
12. Click the Refresh button.

13. The process is complete when the Run Stat8siceessnd DistributionStatus is
Posted.

14. Click theDetails link.
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(_ Change Status of Bills - Windows Internet Explorer

w = [&] https: fwwmn.connectnd. us/pspindFt/EMPLOYEE/ERP /c/MANAGE_BILLING_UTILITIES.RUN_BI_5T5CHE.G5L ]| G || €2 || X | [&¥ Live Search (2=

q} Favorites ‘ Y:'E €| Suggested Sites + @ | Web Slice Gallery +

/& change Status of Bills

ORACLE" You are on Database: NDFT

Home

Favarites gMain_Menu ¥ B\Ihvng ¥ Maintgn Eils : tChange Status of Bills

B Mew Window 7 Help E{'Custum\zepage htlp =

hEEn

Process Detail

Process

Instance: 722248 Type: SaR Report
Name: BINCETS Description: |nvoice Status Change
Run Status:  Success Distribution Status: Posted
(Ron [ Update Process
Run Control ID: BILLING_STATUS_CHAMNGE " Hold Request
Location: Senver  Queue Request
-
Server: FENT Cancel Request
” Delete Request
Recurrence:  Restart Request
Request Created On: 1 209/2010 3:00:47FM C5T Farameters Transfer
Run Amytime After: 1200972010 2:00:44FPM CET Message Log
Began Process At: 12092010 3:00:58FPM CST Batch Tirmings
Ended Process At: 1 2/08/2010 3:01:1 2FM ST Wiew LogTrace
javascript:submitAction_wind{document wind, PMN_DERIVED_INDEX_ETN'; [ [ [ [ [&mtemet | Protected Mode: OFf RS
fYStartl J i . ] e JI {& Change Status of Bills... @[(}))

Step Action

15. Click theView Log/Trace link.
[iew LoaTrace]
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6: Change Status of Bills - Windows Internet Explorer

S F " ‘ e - ‘www.connectnd.us/psreports/ndft/4197131 /BII¥CSTS_5722248.PDF - Windows Internet Explorer
avarites = Lggested Si

e —
[ ="LT=% | https: /e connectnd usipsreports indfEf4 197 13 1EIVCE ™ || & 2| X :f Live Search EE
1€ change Status of Bills S IE J@ |_| |_| I | |

7 Favorites ‘ 9% @ | Suggested Sites ~ @& | Web Slice Gallery ~
ORACLE" You are cligs
i‘)https:,i,l’www.cunnectnd.us,ipsrapurts,l’ndft,l"tlg?l31;’... | | ﬁ = - [ @ - Page - Safety - Tools - @v >

Favatites - Main Menu > Biling
- : - -

|»

View LogiTrace

ReportID: 4187131 1
Name: BINCSTS 1

Run Status: Success

Irvoice Status Change
Distribution Details
Distribution Hode: NT

File List

Hame

BINMCSTS 5722248 PDF
BIVCSTS 5722248 out

SOR BIVCESTS 5722248 100

Distribution ID Type
User
’_’_’_'_’_ ’_ |Llnknuwn Zone | Protected Mode: OFf ¥p - | H00% v g
Return ;I
hittps: {fwemw connectnd,us/psreparts/ndft/4197 1 3L (BI¥CSTS_S722248, PDF [T [ [ meernet | Protected Mode: off 5 v [ -

f‘startl J i .l e J /& Change Status of Bils - ... | & windows Internet Ex... <« @(}’)

Step Action

16. Click theBIIVCSTS_5722248.PDHink.
[BlYCSTS 5722248.PDF]

17. The Invoice Status Change Report displays Status, Bill Type, Customer Name
Customer Number and Br Message (if applicable) .

18. This topic showed how to run a Bill Status Change.
End of Procedure.

Page 88



Training Guide
Module 7 - Billing

ST 7.5.2 - Printing Pro Forma Invoices
Printing Pro Forma Invoices

Navigation: Billing > Generate Invoices > Ne@onsolidated > Print Pro Forma

A Pro Forma is identical to an invoice except for two thinte word "Pro Forma" appears at

the top of the page instead of "Invoice," and the estimated due date is printed instead of the actual
due date.You can generate a Pro Forma before or aftes aii in thdRDY state, since you are
producing a "sample" invoicePrinting Pro Forma enables you to correct errors before bills are
invoiced.

Procedure

This topic shows how to Print Pro Forma Invoices.
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