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AR-BI2 - Billing Advanced

Course Overview

The AR-BI2 - Billing Advanced User Guide covers entering and processing bills in the Billing (Bl) module of the
SWIFT system.

The Billing (BI) and Accounts Receivable (AR) modules work together to create a process for:

e Creating outgoing bills

e Matching payments to invoices

e Handling and applying payments correctly
e Creating adjustments to bills

When you bill a customer, you create an invoice in Billing and send the invoice to the customer. When you
receive payment from the customer, you will enter the deposit and apply the payment to the invoice in Accounts
Receivable. Customers include other state agencies, individuals, organizations, and companies. Bills can be
created for goods and services, fines or taxes.

Step 3: Customer pays
invoice

Step 1: Step 2: y Step4: AR Step6: AR
Billing Invoice is i i matches

Step5: AR 5
PR applies payment
creates sent to gl payment & record tothe

> < L ment ent 2
invoice Customer L invoice pey vy right account

When you create a bill in SWIFT billing it is referred to as an “invoice”. Each invoice has a unique Invoice ID. The
terms “bill” and “invoice” are interchangeable.

After an invoice is created, it will need to go through the Single Action Invoice process successfully. This is a
Billing module process which contains several jobs including:

e Finalize and Print Invoices

e Pre-Load

e Budget Check

e Load General Ledger (GL) entries
e Loadto AR

Next, the ARUpdate process moves the invoice into AR as an open “ltem”. The Item ID is the same as the Invoice
ID. Worksheets are processed in AR to apply credits, refunds, and payments to customer accounts.
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The Lessons in the Billing Advanced course includes:

e Creating Bills
e Working with Billing Interface
e Processing Non-Consolidated Bills

e Adjusting Bills

Released October 26, 2016 (Version # 5)

Page 2



.,.'f“ i State of Minnesota

AR-BI2 — Billing Advanced

Lesson 1: Creating Bills

Lesson Overview
SWIFT Billing provides two methods for entering new bill information:

e Manually entering data online
e Loading bills through the Billing interface

In this lesson you will learn how to create bills online.
After completing this lesson, you should be able to:

e Use Standard Billing to enter a bill

e View the Billing General Page

e Copy a Single bill and Update the New Bill
e Run the Copy Bill Group Process

e Create a Recurring bill

e Create an Installment Bill (including loans)
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Using Standard Billing to Enter a Bill

Topic Overview

The SWIFT Billing module enables you to enter bills manually through the Standard Bill Entry pages. You may
also view and update bill information using these pages, depending on the status of the bill. This process can be
used to create bills to any customer, including other state agencies, companies, organizations, and citizens.

Each bill contains at least one bill header and one bill line. The Bill Header contains information like the customer
billing address and payment terms. You can create multiple Bill Lines, depending on the number of items that

need to show on the invoice.

Amount Due:
Please Remit To.

Address Change? If yes, Check box
Write corfect address on back >

16,000.00

R3201 State of Minnesota
INVOICE
Customer No TTe0100001 Bill Tor
Fayment Terms: Duein 30 R
Due Date Seplember 12, 2014 TRANSPORTATION DEPT
Invoice: 00000222786 395 JOHN IRELAND BLVD
Invoice Date August 13, 2014 ST PAUL MN 53155
From Date To Date
Purchase Order.
Page 1of1
AMOUNT DUE: 16.000.00
For billing questions, please call 851-757-2182
Qognal_ |
Line [ Identifier [ Description [ Quantity [ UOM | Unit Amt | Net Amount |
1 Line Description appears here 1.00 16,000.00 16,000.00
Thes s where a line note appears.
Subtotal: 16,000.00
Amount Due: 16,000.00
This is where a Bill Header Nole appears
Bill Ta
TRANSPORTATION DEPT Customar No: TTH0100001
365 JOHN IRELAND BLVD Payment Terms Due in 30
ST PAUL MN 55155 Due Date September 12, 2014

MINNESOTA POLLUTION CONTROL
Fiscal Services

520 Lafayette Road North

St Paul MN 55155-4104

Amaount Remitted

R3201 T?90L0000LZZZZZ O 00D0O022278bLIZZZZZIZIZZIZI 2 DO01bLOOOOO
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You can use Charge Codes and Distribution Codes to speed up the process of entering charge information on the
Bill Line and Accounting (ChartField) information. Charge Codes and Distribution Codes can be set up by the
agency. Charge Codes describe the type of charge, including the Effective Date, Description, Unit of Measure,
List Price and a Distribution Code can be related to the Charge Code. Distribution Codes include the appropriate
accounting ChartField information. When you enter a Charge Code on the Bill Line, it automatically populates the
charge Description, Unit of Measure, and Unit Price, as well as the Accounting information. If you do not use
Charge Codes and Distribution Codes, you will manually enter the information for each line.

After completing this topic, you should be able to:

e Create a bill using the Standard Bill Entry pages

Released October 26, 2016 (Version # 5)
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Process Steps

Use Standard Billing to Enter a Bill

This topic covers how to enter bills using the Standard Bill Entry pages.
Steps to complete:

e Step 1: Use the Bill Entry — Add New Value page to begin creating a new bill
e Step 2: Enter Information on the Bill Header page

e Step 3: Create Bill Header Notes (Optional)

e Step 4: Enter Bill Header Misc Info (Optional)

e Step 5: Enter Billing Line information

e Step 6: Create Billing Line Notes (Optional)

e Step 7: Enter Accounting Revenue Distribution information

e Step 8: Change the Customer Location and Add a Contact (Optional)

e Step 9: Create a courtesy copy of the invoice for a different customer (Optional)
e Step 10: View a Pro Forma (Optional) (XMLPUB Formatted Invoices only)

e Step 11: Finalize the Bill Information

e Step 12: Change the Status of the Bill to ready

e Step 13: Refer to “Running the Single Action Invoice Process” topic to complete the process

Step 1: Use the Bill Entry — Add New Value page to begin creating a new bill

You begin creating a bill by entering information on the Bill Entry - Add New Value page. Information that you

enter on this page will populate to the Header - Info 1 page, the next step in the process.

1. Navigation Links: Billing, Maintain Bills, Standard Billing.
2. Onthe Bill Entry page, click the Add a New Value tab to begin creating a new bill.

Favortes  Main Menu Biing Maiitain Bls Standard Bling

Bill Entry

Business Unit: R3201

Invoice:

Bill Type Identifier:
Bill Source:
Customer:

Invoice Date:

Accounting Date:

Add

Released October 26, 2016 (Version # 5)
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3. Verify the Business Unit default or enter the Business Unit. This is a required field.

E

Leave default of “NEXT” in the Invoice field and SWIFT will automatically assign the next number after

you save the Header - Info 1 page. You can also enter your own. This is a required field.

5. Optionally enter the fields listed in the table below. If you enter these fields on this page, your entries will
populate to the Header - Info 1 page, the next step in the process.

Field Name

Field Description

Bill Type Identifier

Enter the Bill Type Identifier or click the Lookup icon to search for a Bill
Type Identifier. The Bill Types displayed can vary among agencies.
Typical defaults include:

-AM (Asset Management)

-GM (Grants Management)

-LR (Loan Receivable - uses a different ledger account)
-MSC (Miscellaneous) (Typically the default Bill Type)
-PC (Project Costing)

Bill Source

Enter the Bill Source of “ONLINE”. Bill Source defines where the bill
originates from. (Other options listed in the Bill Source Lookup are used
by the Assets, Contracts, and Grant modules.)

Customer ID

Enter the Customer ID or click on the Lookup icon to search for a
customer. Customer IDs are codes that uniquely identify customers in
SWIFT. Customers are set up and maintained by each agency.

Invoice Date

The Invoice Date is the date on which an invoice was entered into
SWIFT. You can enter the current date or leave the field blank and it will
populate with the current date when running the Single Action Invoice
process.

Accounting Date

Typically, the Accounting Date and the Invoice Date are the same but
they can be different. The Accounting Date is the date a transaction is
recognized versus the date the transaction actually happened.
Accounting date determines the period in the General Ledger to which
the transaction is to be posted. A user can only select an accounting date
that falls within an open period in the ledger to which s/he is posting.

6. Click the Add button and the Header — Info 1 page displays.

Step 2: Enter information on the Bill Header page

The Header — Info 1 page is often referred to as the Bill Header page. Information entered on the Bill Header
page applies to the invoice as a whole, including:

e Where the bill came from

e Who is responsible for the bill

e When the payment is due from the customer

Released October 26, 2016 (Version # 5)
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e How the bill should be formatted

Notice that on the Bill Header page, the information you entered on the Bill Entry page has populated. There are
other fields that have automatically populated. This is done behind the scenes. Defaults are from the Business
Unit, Bill Source, and Bill Type configured items that can be overridden. Some fields remain blank. These fields

may not apply to the State of Minnesota.

000 usp

Cycle 1Dz

*Frequency:
SubCust2:

To Date:

Pay Method:

Infa 1

Favorites | Main Menu > Bd‘u_ng > Maintain pils > Standard Biing
TSR [ Line - Info 1
Unit: R3201 Invoice: MEXT Pratax Ami:
Status: Invoice Date: i
*Type: MSC “ Source: OMLINE =y
*Customer: 0000000001 8,
leecor
*Invoice Form: XHLPUB “L From Date: il
Accounting Date: [ pay Terms: NET30 A
Remit To: R3201 “L  Bank Account: 0001 =
Sales: DEFAULT L Bill Inquiry Phone: 651-757-2182 @
Credit: DEFAULT 9, cCollector: DEFAULT @,
Biller: BISPEC “L Billing Authority: BISUP @,
Gote: Address Copy Address
haotes
Summar Eill Search Line Search Navigation; Headar -
Return to Mzintzin Bills
] Save =] MNetify &% Refresh
Header-Info 1 | Line - Info 1

I Mew Window () Help
DALY @,
Onee ~ @ @

5
Check - B

1. Complete the Header Info 1 page by entering the applicable fields listed in the table below.

Field Name

Field Description

*Status

The Status of the Bill is initially “NEW”. When you have entered all of the

bill information, you will change the Bill Status to “RDY” (Ready). Bill

Status indicates where the bill is in the process. Statuses include:

-CAN (Canceled) (A bill can be canceled any time before it is invoiced.
Canceled bills will continue to display in the Standard Bill Entry Search

Results.)

-FNL (Finalized Bill) (An optional status that would allow a supervisor to

review the bill)
-HLD (Hold Bill)
-INV (Invoiced Bill)
-NEW (New Bill)

-PND (Pending Approval)

-RDY (Ready to Invoice)

-TMP (Temporary Bill) (Used by Grants Module)
-TMR (Temporary Ready Bill) ) (Used by Grants Module)

Released October 26, 2016 (Version # 5)
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Field Name

Field Description

Invoice Date

You can leave the field blank and it will populate with the current date
when running the Single Action Invoice process, or you can enter the
Invoice Date. The Invoice Date is the date on which an invoice was
entered into SWIFT. The date may be the same as the accounting date or
it may be different.

Cycle ID

Enter the Cycle ID or click on the Lookup icon to search for a Cycle ID.
There are many bill cycle options to select from. Typically, Ad hoc bills
will use the “On Demand (no schedule)” option.

*Type

Enter the Bill Type Identifier or click the Lookup icon to search for a Bill
Type Identifier. The Bill Types displayed can vary among agencies.
Typical defaults include:

-AM (Asset Management)
-GM (Grants Management)
-LR (Loan Receivable)
-MSC (Miscellaneous)

-PC (Project Costing).

Source

Enter the Bill Source of “ONLINE” or use the Lookup icon to search for a
Bill Source. The Bill Sources displayed can vary by agency. Bill Source
defines where the bill originates from and typically include:

-Assets (Asset Management)
-Contracts (Contracts)
-Grants (Grant Management)
-Online (Online Bill Entry)

*Frequency

Accept the default of “Once” for the Frequency field unless you are
creating a “Recurring” or “Installment” bill template (see these topics to
learn more). The Frequency field defines how often a bill will be
generated. When creating regular invoices on-line, the Frequency should
stay as “Once”.

*Customer

Enter the Customer ID or click the Lookup icon to search for a customer.
Customer IDs are codes that uniquely identify customers in SWIFT.
Customers are set up and maintained by each agency.

*Invoice Form

The Invoice Form defaults to “XMLPUB”. This is the required form option
for printing all new bills. The “NOPRINT” option is used when the invoice
must be processed but does not need to be printed, such as a credit
invoice.

From Date

Enter the From Date field or use the calendar Lookup to select the date.
This date indicates the start of the invoice period and is generally used to
define the service start date. The Bill Header From Date displays on the
invoice.

Released October 26, 2016 (Version # 5)

Page 9




.,.'f“ i State of Minnesota

AR-BI2 — Billing Advanced

Field Name

Field Description

To Date

Enter the To Date field or use the calendar Lookup to select the date.
This date indicates the end of the invoice period and is generally used to
define the service end date. The Bill Header To Date displays on the
invoice.

Accounting Date

Typically, the Accounting Date and the Invoice Date are the same but
they can be different. The Accounting Date is the date a transaction is
recognized versus the date the transaction is actually entered in SWIFT.
Accounting date determines the period in the General Ledger to which
the transaction is to be posted. A user can only select an accounting date
that falls within an open period in the ledger to which s/he is posting.

Pay Terms Accept the default “NET30” or click on the Lookup icon to select another
option.

Pay Method Accept the default “Check” for the Pay Method.

Remit To Accept the default Remit To or click on the Lookup icon to search for a

Remit To. Remit To displays a list of financial institutions that will be used
for your agency's Remit To address for invoices. Included in the list, is a
bank code and description. SWIFT uses the Bank Code to identify the
Remit To address for your invoices.

Bank Account

Accept the default Bank Account or click on the Lookup icon to search
for a Bank Account. This field is associated with the Remit To field.
Included in the list of Bank Account options are the Bank Account and the
Bank Account #.

Sales

Accept “DEFAULT” for the Sales field.

Bill Inquiry Phone

Accept the default Bill Inquiry Phone or click the Lookup icon to search
for a different option. The Bill Inquiry Phone field will default based on the
Business Unit options for billing. It prints on the invoice and is contact
information for the customer if they have any questions about their
invoice.

Credit Accept “DEFAULT” for the Credit field.
Collector Accept the “DEFAULT” for the Collector field.
Biller Accept the default entry or click on the Lookup icon to search for a

different option. If you use the biller specialist field, it will print next to the
Bill Inquiry Phone on the invoice for contact information for the customer.

Billing Authority

Accept the default or click on the Lookup icon to search for a different
option. Typically, a Billing Supervisor will approve the bill, if it is a credit
bill.

2. Click the Save button.

Released October 26, 2016 (Version # 5)
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Note. If you accepted the default of “NEXT”, the invoice ID changed from NEXT to a unique number after
saving the entered information. Agencies will have customers that will most likely have many invoices.
The Invoice ID is unique to the individual invoice.

Step 3: Create Bill Header Notes (Optional)

Optionally, use the Header - Note page to add any notes that you want printed on your invoice. Header Notes
appear above the “Bill To” information on the invoice.

1. Navigate to the Header — Note page by clicking on the Go to: Notes link or selecting Header — Note from
the Navigation drop-down list.

Favorites © Main Menu > Biling > Maintain Bils > Standard Biling
I ne

Header - Info 1 Line - Info 1

Unit: R3201 Bill To: 0000000001 Pretax Amt: 0.00 USD &
Invoice: MNEXT Icecor

Standard Note Flag Std Note: Q
Internal Only Flag Note Type: OJ

Note Text:

Goto: Header Info 2 Address Copy Address
Motes Express Entry
Summary Bill Search Line Search Navigation:

Header - Note -

_U
@
o
=

Return to Billing

[5] save =[] Motify &% Refresh [E¥ Add | | 7] Update/Display

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

2. Enter the fields listed below. Many of these fields are optional and defined by the agency.

Field Name Field Description

Standard Note Flag Select Standard Note Flag when you have configured standard notes that
will regularly print on an invoice.

Internal Only Flag Select Internal Only Flag if you do not want the note to appear on the
actual invoice.

Std Note Enter the Std Note or click on the Lookup icon to search for a Std Note.
Standard Notes are determined by the agency and set up behind the
scenes. After you select the Std. Note, the message automatically
populates in the Note Text field. You can override this message by typing
in the field to create your own message.

Released October 26, 2016 (Version # 5)
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Field Name Field Description

Note Type Enter the Note Type or click on the Lookup icon to search for a Note
Type. Note Types are determined by the agency and set up behind the
scenes.

Note Text Selected Std Note text will display in this field. You can edit the text or
manually enter note text in this field.

3. Click the Save button.
Step 4: Complete the Bill Header — Misc Info page (Optional)

Begin by navigating to the Header Misc — Info page.

Favorites = Main Menu > Biing > Maintain Bils > Standard Biling
I New
Header-Info 1 | A Line - Info 1
Unit: R3201 Bill To: 0000000001 Pretax Amt: D 0o usD
Invoice: MEXT Icecor
PO:
Contract: @,
Contract Date: el
Contract Type:
Key:
Goto: Header Info 2 Address Copy Address
Notes Express Entry
Summary Bill Search Line Search Navigation: Header - Misc Info ¢ Prev Mext
Return to Billing
[5] save ] Motify &% Refresh [E% Add | | 7] Update/Display
Header - Info 1 | Header - Misc Info | Line - Info 1

1. Navigate to the Header — Misc Info page by selecting Header — Misc Info from the Navigation drop-down
list.

2. Optionally, enter the fields listed in the table below:

Field Name Field Description

PO Optionally, enter the Purchase Order number. This information prints out
on invoices.

Contract: Optionally, enter the Contract number. This information does not print out

on invoices. If you want the number to display on invoices, you can enter
the number in the Header or Line notes.

Contract Date: Optionally, enter the contract date or use the calendar Lookup to select
the date.
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Field Name Field Description
Contract Type This information is used by the Grants Module or is not used in MN.
Key This information is used by the Grants Module or is not used in MN.

3. Click the Save button.

Step 5: Enter Bill Line information

The Line - Info 1 page enables you to enter related charge information, including a charge code, quantity, and
price. Begin by navigating to the page.

1. Click the Line - Info 1 tab or select Line — Info 1 from the Navigation drop-down list.

Favorites - Main Menu > Biing > Maintain Bils > Standard Biling
ey
Header - Info 1 'm:i.
Unit: R3201 Bill To: 0000000001 Pretax Amt: 0.00 USD
Invoice: MEXT Icecor = & Max Rows: 5 3 =
[#[=]

Seq: 1 Line: Net Extended: 0.00

Table: ID @ entifier: MANUALS @, Description: Manuals

Quantity: 10 From Date: £

Unit of Measure: EA @, To Date: i

Unit Price: 75 Line Type: REV @, [MAccumulate

Gross Extended: 0.00 Tax Code: @, [[JTaxExempt

i Exempt Cert: | Qa

Less Discount: 0.00

Plus Surcharge: 0.00

Net Extended: 0.00

VAT Amount: 0.00

Tax Amount: 0.00

Net Plus Tax: 0.00
Goto: Line Info 2 Tax Accounting Discount/Surcharge
MNotes Express Entry Page Series
Summary Bill Search Line Search Navigation: Line - Info 1 v | Prev Next
Return to Billing

[ save | =] netify | & Refresh | [k Add | | 7] Update/Display |
Header - Info 1 | Line - Info 1

2. Enter the applicable fields listed below. Many of the fields are populated by SWIFT automatically or are
optional and defined by the agency.
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Field Name

Field Description

Max Rows

Optionally change the value of the Max Rows field. The value in the Max
Rows field determines the maximum number of bill lines (rows) that will
be contained in the scroll area at a single time on a page.

Seq (Sequence)

This field is automatically populated by SWIFT. It is the natural order in
which the system adds lines to the bill. The number will change if you add
another line to the bill.

Line

Indicates the order of the bill line when it is printed on the document.

Table

(the table where
agency-defined
charge codes are
stored)

If you want to be able to select one of the agency-defined Identifiers
(Charge Codes) in the next step, click on the Table field Lookup icon and
select the “ID - PS/Billing Charge ID” option. Charge Codes have been
configured to automatically populate charge descriptions and accounting
information.

You can also leave this field blank and manually enter the Identifier. The
other Table options listed (Discount and Surcharge) are not used in
Minnesota.

Identifier (Charge
Code)

If Table Field entered: If you selected the Table (above), you can click
on the Lookup icon to select an Identifier (Charge Code) that has been
configured for your agency. Identifiers describe the type of charge,
including the Effective Date, Description, Unit of Measure, List Price and
Distribution Code. Distribution Codes are set up by the agency and
include the appropriate accounting ChartField information.

If Table NOT entered: Manually enter the product or service for which
you are creating the bill. The Identifier will appear on the printed invoice.
The field length is 18 alphanumeric characters.

Description The Description field populates automatically after you have selected an
Identifier. You also have the option of manually entering a description.
The Description will appear on the printed invoice. The field length is 30
alphanumeric characters.

Quantity Enter the quantity.

Unit of Measure

If you selected an Identifier, the Unit of Measure will be populated
automatically. You also have the option to click on the Lookup icon to
select a Unit of Measure.

Unit Price

If you selected an Identifier, the Unit Price may be populated
automatically if this was set up by your agency. You also have the option
to enter the Unit Price.

Gross Extended

The Gross Extended field is automatically calculated (Quantity * Unit of
Measure).

From Date

The From Date entered on the Header — Info 1 page is automatically
entered. Optionally, enter a different From Date for the line. The Bill Line
From and To dates do not print on the invoice.
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Field Name Field Description

To Date The To Date entered on the Header — Info 1 page is automatically
entered. Optionally, enter a different To Date for the line. The Bill Line
From and To dates do not print on the invoice.

Line Type The Line Type defaults to REV (Revenue).

Tax Code The Tax Code field will rarely be used. The taxes vary according to city

taxes.

Accumulate

The Accumulate field has to do with the accumulation of tax amounts per
line, if tax was included.

Tax Exempt

This field is not normally used in Minnesota.

Exempt Certificate

This field is not normally used in Minnesota.

Less Discount

This field is not used in Minnesota.

Plus Surcharge This field is not used in Minnesota.

Net Extended Since we don’t use Discount and Surcharge, this will always be the same

as Gross Extended.

VAT Amount This field in not used in Minnesota.

Tax Amount This field in not used in Minnesota.

3. Optionally, click on the Plus sign to add another line as described above.

4. After entering all the bill lines, click the Save button.
Step 6: Create Line Notes (Optional)
Now that you have entered the Bill Line information, you can optionally enter notes that will appear under the
related line on the printed invoice, unless the Internal Only Flag is selected. Begin by navigating to the Line —

Note page.

1. Navigate to the Line — Note page by clicking on the Go to: Notes link or selecting Line — Note from the
Navigation drop-down list.
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Standard Note Flag

Internal Only Flag

Note Text:

Header - Info 1 Line - Info 1
Unit: R3201 Bill To:
Invoice: WEXT
Seq: 1 Line:
Identifier:

Hote Type:

0000000001 Pretax Amt: 75000 USD &
lcecor = & Max Rows: 5 F =
Net Extended: 750.00
MAMUALS Description: Manuals
Std Note: @, [+ [=]
OJ
k]

2. Optionally, enter the Line — Note page fields listed below:

Field Name

Field Description

Standard Note Flag

Select Standard Note Flag when you have configured standard line notes
that will regularly print on an invoice.

Internal Only Flag

Select Internal Only Flag if you do not want the note to appear on the
actual invoice.

Std Note

Enter the Std Note or click on the Lookup icon to search for a Std Note.
Standard Notes are determined by the agency and set up behind the
scenes. After you select the Std. Note, the message automatically
populates in the Note Text field. You can override this message by typing
in the field to create your own message.

Note Type

Enter the Note Type or click on the Lookup icon to search for a Note
Type. Note Types are determined by the agency and set up behind the
scenes.

Note Text

Selected Std Note text will display in this field. You can edit the text or
manually enter note text in this field.

Step 7: Enter Accounting Revenue Distribution information

The Chart of Accounts is comprised of informational fields that provide the basic structure to segregate and
categorize transactional and budget data. Each Chart of Accounts field is called a ChartField. ChartFields are
data fields which record financial transactions within the General Ledger. Multiple ChartFields allow for a more
detailed level of reporting accounting information. These fields are set up behind the scenes.
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ChartFields are entered on the Accounting Information tab. They may be automatically populated if a Table
“Charge Code” (Identifier) was entered on the Line - Info 1 page. If this was not done, you have the option of
entering a Distribution Code now which will populate the ChartFields, or entering the individual ChartFields.

Header - Info 1 Line - Info 1

Unit: R3201 Bill To: 0000000001 Pretax Amt: 750.00 USD | =
Invoice: NEXT Icecor E E  maxRows: 5 B =
Seq: 1 Line: Net Extended: 750.00

Identifier: MAMNUALS Description: Manuals

Bl Creates GL Acct Entries

ﬁl D L Ll
) Reference Information
Code Fund Fin DeptlD ApproplD Account Sub Acct (S:‘;ufst 232{1 23;‘{2 Project Affil ;L#:I'
[+] | [=] [maNUALS @, |[2000@, ||R32830000F, |R3I2C11IE, (513304, 67083, @, @, @, @, @,
Fl nm 3
Percent: 100.00 Amount; 750.00 Gross Extended: 750.00

Begin by navigating to the Acctg — Rev Distribution page.

1. Navigation Links: From the Line- Info 1 page, click on the Go to: Accounting link; or, select Acctg — Rev
Distribution from the Navigation drop-down listing.

2. Enter Accounting Information fields as described below. You will need to scroll to view and enter some of

these fields.
Field Name Field Description
Code Distribution codes simplify the process of generating accounting entries.
(Agency defined They are set up by your agency and when entered will automatically

Distribution Code) populate the valid combination of ChartField values.

e Accept the default which may be entered automatically if you
entered a “Charge Code” (Identifier) on the Line - Info 1 page; or

e Enter a Distribution Code; or

e |Leave blank if you are entering the individual ChartFields.

*Fund Accept the default or click on the Lookup icon to select a Fund.

(Statewide) Fund is the building block of Government Accounting. All transactions in
the system must have a valid Fund. Fund examples include: 1000
(General Fund; 2000 (Restricted Misc.); 3000 (Federal). The field length

is 4 digits.
*Fin Dept ID Accept the default or click on the Lookup icon to select a Fin Dept ID.
(Statewide) The Fin Dept ID (Financial Department Identifier, also called Department

ID) represents the organizational function to which revenues and other
activities must be applied. Combined with other ChartField values,
Department IDs form the basis of department budgets that track revenues
and expenditures. The field length is 8 alphanumeric characters.

Released October 26, 2016 (Version # 5)

Page 17



@f.’f"%ﬂam of Minnesata

“L/SWIFT >

AR-BI2 — Billing Advanced

Released October 26, 2016 (Version # 5)

Field Name Field Description

*Approp ID Accept the default or click on the Lookup icon to select an Approp ID.

(Statewide) The Approp ID represents a single appropriation account that controls the
total amount of an agency's expenditures. The Approp ID is unique for
every appropriation budget in SWIFT. The Approp ID is a 7-character
alphanumeric identifier.

*Account Accept the default or click on the Lookup icon to select an Account.

(Statewide) The Account code classifies the nature of a transaction such as "cash"

and "supplies”. The values in this field determine whether it is an asset,
liability, equity, revenue or expenditure. You should NOT enter an
account code that starts with a “1”; for example, 100001 — Cash, or
120001 - AR.

The field length is 6 digits.

Statewide Cost
(Statewide)

Statewide Cost is used for costs associated with disaster relief. Typically,
there will be a SWIFT communication instructing agencies when a code
should be used. Accept the default or click on the Lookup icon to select a
Statewide Cost field.

Agency Cost 1
Agency Cost 2
(Agency-defined)

Accept the default or click on the Lookup icon to select Agency Cost 1 or
Agency Cost 2.

Agency Cost 1 and Agency Cost 2 are agency specific fields and will be
used at the agency's discretion.

Project
(Agency-defined)

Accept the default or click on the Lookup icon to select a Project ID.
Project IDs are defined by your agency. They are used to track project
and grant transactions. The field length is 15 alphanumeric characters.

If your agency requires you to enter the Project ID field manually on the
Accounting page for the Bill, you will also need to manually enter the
Project ChartFields on the Header or Line - Project Info page, including at
a minimum the PC Bus Unit, Project, Activity, and Source Type. Because
practices vary among agencies, you should check with your manager to
find out how project information should be entered on bills in your agency.

Affil This field in not used in Minnesota.

Fund Affil This field in not used in Minnesota.

Percentage This should always equal 100% since there should be one accounting
entry for each invoice line.

*Amount Enter the Amount.

Budget Date

Enter this field if the Budget Date should be different from the Invoice
Date. This will ensure that the dollars are posted to the correct budget
period.

Stat

Will populate automatically, if used.
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Field Name

Field Description

Stat Amount

Will populate automatically, if used.

UofM

Unit of Measure.

Note: the Reference Information tab contains the Journal Line Reference field that will be automatically added

by SWIFT when the bill is processed.

Header - Info 1 Line - Info 1 Acctg - Rev Distribution
Unit: R3201 Bill To: 0000000001 Pretax Amt: 750.00 UsD m
Invoice: NEXT Icecaor = & Max Rows: 5 B =
Bill Line Find | View Al First El 1074 I st
Seq: 1 Line: Net Extended: 750.00
Identifier: MANUALS Description: Wanuals

Bl Creates GL Acct Entries

Acctg Information Reference Information

First K1 1 of 1 I st

Customize | Find | view 1| B |

Code Fund Fin DeptiD ApproplD Account Journal Line Reference
[#]| =] [manuALs @, 2000 |@ |[R3230000 @, [Razc112 @, [513304 @, |
Percent: 100.00 Amount: 750.00 Gross Extended: 750.00

Step 8: Change the Customer Location and Add a Contact (Optional)

By default, the Customer’s primary location is automatically entered. Optionally, use the Address Info page to

change the customer location and add a contact name that will display on the invoice.

1. Navigate to the Address Info page by selecting it from the Navigation drop-down list.

Favortes  Man Menu > Bilng > Maintain Bils > Standard Biing
Header - Info 1 m!iim Line -Info 1
Unit: R3201 Bill To: 0000000001 Pretax Amt: Fs000 usp
Invoice: 00000223168 Icecor
Attention To: @ Contact Name: [Robert Smith
*Location: 19 Number of Copies: 1
Language Code: ENG “Inveice Media: Print Copy ~
Email Address:
Country: usa United States
Address 1: PO Box 1105
Address 2:
city: Superior
County: Postal: 54886
State: w Wisconsin
Goto Header Info 2 Address Copy Address
Notes Express Entry Page Series
Summary Bill Search Line Search Navigation: Address Info M Prev Next
Return to Billing
S| save [ Motify | |i2 Refresh [Zh add| | 5] Update/Display |
& 2
Header - Info 1| Address Info | Line - Info 1

2. Optionally, select a different customer Location.

3. Accept the default Contact Name (if one has been configured for the customer location), or manually

enter the Contact Name. This name will appear on the Invoice in the Bill To address.
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4. Click the Save button.

Step 9: Create a courtesy copy of the invoice for a different customer (Optional)

Optionally, use the Courtesy Copy Addr page to enter the individuals and locations to receive courtesy copies of
the invoice.

1. Navigate to the Courtesy Copy Addr page by selecting it from the Navigation drop-down list.

Header - Info 1 Line -Info 1
Unit: R3201 Bill To: 0000000001 Pretax Amt: ‘ .750.00 USD
Invoice: 00000221385 Icecor
Customer ID: 0000000005@,  Customer Hame: GeoSyntec FHE=
Attention To: % contact Name:
Location: @, Number of Copies: 1
*Language Code: ENG @, Invoice Media: Print Copy -
Email ID:
Country: @
Address 1:
Address 2:
City:
County: Postal:
State: %
Goto Header Info 2 Address
Motes Express Enfr
Summan Bill Search Line Search Navigation: Courtesy Copy Addr M Prev Next
|5l save |[Gh RetuntoSearch | =] Nofify | |f¥ Refresn Ly Add
Header - Info 1 | Courtesy Copy Addr | Line - Info 1

2. Enter the Customer ID or click on the Lookup icon to search for a customer.

3. Enter the Location or click on the Lookup icon to search for a location.

4. Accept the Invoice Media field default of “Print Copy”.

5. Click the Save button.
Step 10: View a Pro Forma (For XMLPUB Format Invoices only) (Optional)
A Pro Forma is a "sample" copy of an invoice. It is identical to an invoice except for two things: the 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. Viewing a Pro Forma will help you to identify errors that can be corrected before bills are
invoiced. It is especially helpful when you have a bill that contains a large number of lines.

The Pro Forma will display when the invoice Status is anything except “Invoiced” or “Cancelled”. The Pro Forma
process should ONLY be used internally and does not result in a receivable item being created on the customer's
account. The following instructions are for XML formatted invoices only.

Begin by navigating to the Header — Info 1 page.

1. Click on the Header — Info 1 page tab.

2. Click on the Pro Forma icon at the top right of the page and the Pro Forma displays in a new window.
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Page 20



State of Minnesaota

SWIFT >

Statewice Integrated Financial Toois

8

AR-BI2 — Billing Advanced

Fawortes = MamMenu > Bling > MantanBls > Standard Bing

'-"“il- n ﬁ'i"':‘ Ling - infa 1

Lhimit: R3201 Inwolce: 00000221385
Status: NEW Invoice Date:
“Type: MSC 4 Source:
‘Customer: 0000000001 SubCusti:
Icecor
“Invoice Form: KMLFUB 4. From Date:
Accounting Date: iy Pay Terms:
Remit To: R3z01 Bank Account
Sales: DEFALLT " Bill Inquiry Phone:
Credit DEFAULT 4 Colector:
Biller: BISPEC 4. Billing Authority:

Pretax Amt

OMLINE

MNET30
0001

851-T57-2182

DEFALLT

BISUP

Havigation:

75000 USD)

W Cyele D
*Frequency:
SubCusi:

W ToDate:

=, Pay Mathod:

Header - Infa 1

DALY

Once - i‘] L1 4]

Check » b

Note: The Pro Forma is identical to the invoice except the header displays “Pro Forma”. The invoice date on the

Pro Forma is an estimated invoice date.
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Superior Wi 54386

Cue Date: September 3, 2014

Raa01 State of Minnesota
Customer MNo: 0000000001 Bill Tex
Payment Terms: Due in 30
Due Date: September 3, 2014 lcecor
Invoice: 00000221385 PO Elt?x 1105
Invoice Date: August4, 2014 Superior W 54380
From Date: To Date:
Purchase Order:
Fage: 1 of 1
AMOUNT DUE: 750.00
For billing questions, please call 651-757-2182
Crriginal
[ Line | Identifier | Description | Quantity [ UOM | Unit Amt | Het Amount
i MAMNUALS Manuals 10.00 EA T5.00 T50.00
This is a line note.
Subtotal: 750.00
Amount Due: 750.00
This is a header note.
Bill To:
Customer Mo 0000000001
Il:?‘e&lcgrm 1105 Payment Terms: Due im 30

Please Remit Tor

MINNESOTA POLLUTION CONTROL
Fiscal Services

520 Lafayette Road Morth

5t Paul MN 551554104

Address Change? If yes, Check box.
Write correct address on back. I:'

Amount Due:

T750.00

Amount Remitted

R3201 DODDODDODYZZZZIZ O ODODD22L3B5ZZZZIZIZIZZZIZ 9 DODDO?S00D

3. Close the window to return to the Header — Info 1 tab.

Step 11:

Finalize Bill Information

While reviewing the Pro Forma you may have noticed some entry errors. You can still make changes to the bill
since the Bill Status is still “New”. Make all changes to the bill before setting it to the RDY (Ready) status in the
next step. Edits to the bill cannot be made after the bill has a Status of “Invoiced”. After the bill is invoiced, any
changes must be made through the crediting processes discussed in Lesson 4.
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Step 12: Change the Status of the Bill to Ready

After the bill information has been entered, you will need to set the invoice Status to “RDY” (Ready). Begin by

navigating to the Header — Info 1 page.

WARNING! Do not change the Status of the bill to “Ready” before the bill is ready to be processed. This practice
will prevent the bill from being run by the Single Action Invoice process before the bill information has been

finalized.

1. Click on the Header — Info 1 tab.

2. Click on the Status field Lookup icon and select “RDY” to change the Status to ready.

3. Click the Save button.

Line - Info 1
=] A

Unit: R3201 Invoice: 00000221385 Pretax Amt 000 USD

Status: ROY Invoice Date: oy Cycle ID: DAILY
*Type: MSC Source: ONLIME |, “Frequency: Once ~-E®
*Customer: 0000000001 SubCustd: SubCusLZ:

o Acceplgiro
“Invoice Form: KMLPUE From Date: ) To Date: ¥
Accounting Date: W pay Terms: NET30 Pay Method: Chack
Remit To: Bank Accoun: 0001

Sales: Bill Inquiry Phone: 651-757-2182
Credit Collector: DEFAULT
Biller: Billing Authority: BISUP
Goto Copy Add
Motes i

an Navigation: x P

] Save o ReturntoSearch = Holity % Retesh ¢ Add

Header - info 1| Line - Info 1

Step 13: Refer to Running the Single Action Invoice Process Topic to Complete the Process

After you have set the Bill Status to “RDY” (Ready), the Single Action Invoice process must be successfully run
before the invoice is ready to print. (For instructions, refer to the “Running Single Action Invoice Process” topic in

Lesson 3.)

Having completed this topic, you should now be able to:

e Create a bill using the Standard Bill Entry pages
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Viewing the Billing General Page

Topic Overview
Although the Billing General page can be used to enter bills if the Express Bill component is launched, it is
recommended that agencies enter bills using the Standard Entry process discussed in the previous topic “Using

Standard Billing To Enter a Bill”.

Some processes take you to the Billing General page where you can view bill information or toggle to the
Standard Entry pages by clicking on the Standard Entry link in the Go to section.

The Billing General page combines Standard Bill Entry pages and organizes the information in sections and tabs
different from the Standard Bill Entry pages. This topic provides a listing which shows where fields are located in
the Standard Bill Entry pages and the corresponding Billing General location.

After completing this topic, you should be able to:

¢ View the Billing General page

e Toggle to the Standard Entry pages
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Process Steps

View the Billing General page

It is recommended that you use the Standard Entry page to enter bills, rather than the Billing General page.

The Billing General page combines Standard Entry pages and organizes the information in sections and tabs

different from Standard Entry.

e The Billing General page has several sections. You can click on the Section Arrow for each section to

view the detail.

e The Bill Lines section includes several tabs. You can click on each tab to see the detail.

e You can toggle to the Standard Entry pages from the Billing General page by clicking on the Standard

Entry link in the Go to section.

Unit: R3201 Invoice: 00000221385 Pretax Amt: 75000 usp A -‘J_‘I
Bill Status: ROY Q, Invoice Date: i

*Bill Type: MsC @ Bill Source: [onLNE @,

Cycle ID: DALY aQ, “Frequency: Once * ®
*Invoice Form: XMLPUB @,

» Customer Information

,

Accounting Date: [ Hold Until Date: [osmaiz014 W
From Date: [ o] To Date: | i
Sales Person: [DEFAULT @ Bill Inquiry Phone: [651-757-2182 @,
Credit Analyst: [DEFALLT @, Collector: [DEFALLT @,
Biller: lBisPEC @ Billing Authority: [BisuP @,
Entry Type: [ @ Entry Reason: :" i @,
"] Acerue Unbillied
PO Ref:

System Source:

Service Customer: [ @, Key: [
Service Loc: | @

Lines to Add: [ 5@ @ B = & Max Rows: [ s @&

sstomize |

P8 jetamount | pfo! || ifo2 | Productinfo || Ordernfo | Shiphfo | Mschio | Proectpfo | Servcaifo | [B)

Sel Seq Line Table Identifier Deseription Quantity UOM Unit Price E:wfmi ’t :::wnt Revenue Account

F 1 100 @, [MANUALS @,  |[Manuals [ 100000/ €A @, | [ 75.0000] | 75000 Account 513304 =] =l
Goto Copy Agdress Header Notes andard Entry
Summany Bill Search Line Search Page Series

This following table shows where bill fields are located in the Standard Entry pages and the corresponding Billing

General page location.
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Field Name Standard Entry Location Billing General Location
Status Header Info — 1 Header
Invoice Date Header Info — 1 Header
Cycle ID Header Info — 1 Header
*Bill Type Header Info — 1 Header
Bill Source Header Info — 1 Header
*Frequency Header Info — 1 Header
*Customer Header Info— 1 Customer Information Section
*Invoice Form Header Info — 1 Header
From Date Header Info — 1 Header Detail Section
To Date Header Info— 1 Header Detail Section
Accounting Date Header Info - 1 Header Detail Section
Pay Terms Header Info — 1 Payment Information Section
Remit To Header Info — 1 Payment Information Section
Bank Account Header Info — 1 Payment Information Section
Sales Header Info — 1 Header Detail Section
Bill Inquiry Phone Header Info — 1 Header Detail Section
Credit Header Info — 1 Header Detail Section
Biller Header Info — 1 Header Detail Section
Billing Authority Header Info — 1 Header Detail Section
Standard Note Flag Bill Header Notes Header Notes link
Internal Only Flag Bill Header Notes Header Notes link
Std Note Bill Header Notes Header Notes link
Note Type Bill Header Notes Header Notes link
PO Header Misc - Info Header Detail Section
Contract: Header Misc - Info Projects/Contracts Section
Contract Date: Header Misc - Info Projects/Contracts Section
Contract Type Header Misc - Info Projects/Contracts Section
Key Header Misc - Info Projects/Contracts Section
Max Rows Line - Info 1 Bill Lines Section
Seq (Sequence) Line - Info 1 Bill Lines — Line tab
Line Line - Info 1 Bill Lines — Line tab
Table (Charge Code) Line - Info 1 Bill Lines — Line tab
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Field Name Standard Entry Location Billing General Location
Identifier Line - Info 1 Bill Lines — Line tab
Description Line - Info 1 Bill Lines — Line tab
Quantity Line - Info 1 Bill Lines — Line tab
Unit of Measure Line - Info 1 Bill Lines — Line tab
Unit Price Line - Info 1 Bill Lines — Line tab
Gross Extended Line - Info 1 Bill Lines — Line tab
From Date Line - Info 1 Bill Lines — Info 1 tab
To Date (Through Date) Line - Info 1 Bill Lines — Info 1 tab
Line Type Line - Info 1 Bill Lines — Info 1 tab
Tax Code Line - Info 1 Bill Lines — Info 1 tab
Accumulate Line - Info 1 Bill Lines — Info 1 tab
Tax Exempt Line - Info 1 Bill Lines — Info 1 tab
Net Extended Line - Info 1 Bill Lines — Net Amount

Standard Note Flag

Line Notes page

Navigation Link, Line Notes

Internal Only Flag

Line Notes page

Navigation Link, Line Notes

Std Note

Line Notes page

Navigation Link, Line Notes

Note Type

Line Notes page

Navigation Link, Line Notes

Code (Agency defined)

Acctg Rev Distribution

Navigation Link, Acctg Rev
Distribution

*Fund (Statewide)

Acctg Rev Distribution

Navigation Link, Acctg Rev
Distribution

*Fin Dept ID (Statewide)

Acctg Rev Distribution

Navigation Link, Acctg Rev
Distribution

*Approp ID (Statewide)

Acctg Rev Distribution

Navigation Link, Acctg Rev
Distribution

*Account (Statewide)

Acctg Rev Distribution

Navigation Link, Acctg Rev
Distribution

Statewide Cost (Statewide)

Acctg Rev Distribution

Navigation Link, Acctg Rev
Distribution

Agency Cost 1
Agency Cost 2
(Agency-defined)

Acctg Rev Distribution

Navigation Link, Acctg Rev
Distribution

Project (Agency-defined)

Acctg Rev Distribution

Navigation Link, Acctg Rev
Distribution
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Field Name

Standard Entry Location

Billing General Location

Percentage

Acctg Rev Distribution

Navigation Link, Acctg Rev
Distribution

Budget Date

Acctg Rev Distribution

Navigation Link, Acctg Rev
Distribution

Stat

Acctg Rev Distribution

Navigation Link, Acctg Rev
Distribution

Stat Amount

Acctg Rev Distribution

Navigation Link, Acctg Rev
Distribution

UofM

Acctg Rev Distribution

Navigation Link, Acctg Rev
Distribution

Having completed this topic, you should now be able to:

e View the Billing General page

e Toggle to the Standard Entry pages
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Copying a Single Bill and Updating the New Bill

Topic Overview

You can use the Copy a Single Bill component to create a new bill. This method copies the majority of the data
from an existing bill into a new bill. It is useful when a new bill needs to be created with all or most of the same
information as another bill. You are able to change and update information. This process reduces redundancy in
data entry.

You can copy any bill regardless of its status. When you copy a bill, most of the bill information is copied from the
original bill to the new bill, including customer, bill lines, notes, and accounting distribution. The only information
that does not copy from the original bill is the bill status, invoice ID, and the bill dates. The new bill is created with
a Status of “New” and is assigned a new Invoice ID.

After completing this topic, you should be able to:

e Copy a Single Bill
e Update the New Bill
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Process Steps

Copy a Single Bill and Update a New Bill

In this topic you will copy a single bill and update the new bill.
Steps to complete:

e Step 1: Copy a Single Bill
e Step 2: Update the New Bill and Set New Bill Status to Ready

e Step 3: Run the Single Action Invoice Process
Step 1: Copy a Single Bill

1. Navigation Links: Billing, Maintain Bills, Copy a Single Bill.

2. Atthe Copy Single Bill page, verify the Business Unit and enter the Invoice Number for the bill you want
to copy.

3. Click the Search button.

4. Inthe Search Results table, click the Invoice link for the bill you want to copy and the Copy Single Bill
page displays.

Favuvr'rtes MainvMenu > Biing » Maintain Bils > Copy Single Bil

Copy Single Bill
Unit: R3z201 Bill To: T790100001 TRAMSPORTATION DEPT
Invoice: 8800002179 Invoice Amt: 2,000.00 UsD

@ ; .
® No Bl Action *Copy Bill: 00000222778 Go To Bill Header - Gen. Info

) Copy Bill

[§] save | [oh ReturntoSearch | t] PreviousinList | 4| MextinList = |[=] Notify

5. Select the Copy Bill option in the Select Bill Action section.

6. Leave default of “NEXT"” in the Copy Bill field and SWIFT will automatically assign the next number to the
new invoice after you save the Copy Single Bill page. You can also enter your own.
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7. Click the Save button.
Note: The system assigns the new invoice humber if you selected the default of “NEXT” and the Go To
Bill Header — Gen Info link appears.

Step 2: Update the New Bill and Set Status to Ready

After a bill has been copied, you can edit any field. Next, update the new copied bill with any changes that you
desire and set the Status to “Ready”.

1. On the Copy Single Bill page, click on the Go To Bill Header — Gen Info link. The Billing General page
displays.

2. Click on the Standard Entry link. The Header — Info 1 page displays.
Note: The billing information is identical to the original bill, except the Invoice ID is different, Bill Status is
“NEW”, and the bill dates are blank.

3. Make any applicable changes to the new bill as you would normally. (Refer to the “Using Standard Billing
to Enter a Bill” topic for detailed instructions.) If you are copying an older bill that was created with the
“Crystal” format, you should change the format to the “XMLPUB” format at this time.

4. Change the Bill Status to ready by clicking on the Lookup icon and selecting “RDY” (Ready).
Note: After changing the Status to “RDY”, SWIFT calculates and updates the values in the Gross
Extended and Pretax Amount fields, if applicable.

5. Click the Save button.
Step 3: Run the Single Action Invoice Process

Finally, you'll need to run the Single Action Invoice process as you would normally to print the invoice and create
the Pending AR item. (Refer to the “Running the Single Action Invoice Process” topic for instructions.)

Having completed this topic, you should now be able to:

e Copy a Single Bill
e Update the New Bill
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Running the Copy Bill Group Process

Topic Overview

You can copy a group of bills at one time using the Copy Bill Group process. The Copy Bill Group process is used
to produce bills identical to the template bills defined for any active Bill Copy Group ID. It also allows the user to
change the new bills being created. It is useful when multiple new bills need to be created that contain similar
data to previously entered bills.

During this process, you will define a group of bills to be copied together. First, you must define a Copy Group
Header for each group of bills to be copied together. After you have defined the Copy Group Header, you attach
and use the bills as copy templates. You can assign as many bills as you want to a Copy Group Header. On the
Copy Group Detail page, you will also assign the Beginning Date, Ending Date, and the Status for the new copied
bills. The only information that does not copy from the original bill to the copied bill is the Invoice ID, Bill Status,
and the bill dates.

You can copy the same copy group an unlimited number of times within the date range defined. When using a
Copy Group, you are not required to copy all the templates in the group. Instead, you can select which templates
are to be copied.

Upon completion of this topic, you should be able to:

e Run the Copy Bill Group Process
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Process Steps

Run the Copy Bill Group Process

In this topic you will setup and run the Copy Bill Group process.
Steps to complete:

e Step 1: Define a Copy Group Header

e Step 2: Define Copy Group Details

e Step 3: Run the Copy Bill Group Process

e Step 4: Change the Copied Bills Status to Ready
e Step 5: Run the Single Action Invoice Process

e Step 6: Revise Define Copy Group Details Before Running Again
Step 1: Define a Copy Group Header
Begin by navigating to the Define Copy Group Header page.

1. Navigation Links: Billing, Maintain Bills, Define Bill Copy Group

2. Click the Add a New Value tab on the Define Bill Copy Group Header page. The Copy Group Header
page enables you to define the header and the header status for the copy group.

Fa\.ﬂ:‘u'[ites Main‘rﬂenu > Biling » Maintain Bils > Define Bil Copy Group

Define Copy Group Header

Find an Existing Value

Bill Copy Group ID:|G46011A

Add

Find an Existing Value | Add a Mew Value

3. Enter a name for the group in the Bill Copy Group ID field.
Note: It is recommended that your ID begin with your Business Unit. This practice will make it easier to
find your ID’s in the list.

4. Click on the Add button. The Define Bill Copy Group page appears.
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Fa\'uvr'rtes Main'Menu b Billil'ng ¥ Maintavin Bils : Define Bill Copy Group

Define Bill Copy Group

Bill Copy Group 1D: G46011A

Status: Active -
Short Description: G46011A

Description: G4601 IABILL GROUP

5. Enter the fields on the Define Bill Copy Group page as defined below.

Field Name Field Description

Status Select the Status from the drop-down options which include “Active” and
“Inactive”. The Status must be active in order to use the Copy Group
Header. (You could also inactivate the Bill Copy Group on this page.)

Short Description Enter a short description for the Bill Copy Group (10 characters).

Description Enter a long description for the Bill Copy Group (30 characters).

6. Click the Save button.

Step 2: Define Copy Group Details

Next, navigate to the Define Copy Group Detail 1 page. You'll use this page to record the Template Invoice IDs,

the Copy Begin and End dates, and the New Bill Status for the bills to be created.

1. Navigation Links: Billing, Maintain Bills, Define Copy Group Details.
2. Enter the Bill Copy Group ID and/or Short Description of the Bill Copy Group.

Fa\fuvr'rtes MainvMenu 5 Biing > Maintain Bils > Define Copy Group Detals

Define Copy Group Detail

Maximum number of rows to return (up to 300): |300
Bill Copy Group ID: begins with + 3460114
Short Description: begins with -

[ case Sensitive

Search Clear |Basic Search .g‘-d Save Search Criteria

Search Results

View All First [4] 10of1 [»] Last
Bill Copy Group 1D Description Short Description
G46011A G4601 1A BILL GROUP G4601 1A

Enter any information you have and click Search. Leave fields blank for a list of all valugs.
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3. Click the Search button. The Define Copy Group Detail 1 page displays.

4. Complete the fields in the Copy Bill Selection section as described below.

Favorites - Main Menu > Biing » Maintain Bils » Define Copy Group Details
LElr-Jew Window E)Help ._,/
)| Define Copy Group Detail 2
Bill Copy Group ID: G46011A G4601 |ABILL GROUP
Reset Status
o O
[+][=]
Select *Business Unit *Template Invoice ID *Copy Begin Dt *Copy End Dt New Bill Status
G4601 @, 00000167837 @, 1100142013 |[5) 063012014 [5) NEW |,
Customer: H7FO100001 DENTISTRY BOARD
[+[=]
Select *Business Unit *Template Invoice ID *Copy Begin Dt *Copy End Dt New Bill Status
G4601 @, 00000167832 @, 1100142013 |[5) 063012014 [5) NEW |,
Customer: P780100001 CORRECTIONS DEPT
[+[=]
Select *Business Unit *Template Invoice ID *Copy Begin Dt *Copy End Dt New Bill Status
G4601 @, 00000167829 @, 1100142013 |[5) 063012014 [5) NEW |,
Customer: H7X0100001 BEHAVIORAL HEALTH & THERAPY BD
Field Name Field Description

*Business Unit

Verify the Business Unit default or click the Lookup button to search for
and select a Business Unit.

*Template Invoice ID | Click the Lookup Template Invoice ID button and search for and select

the invoice(s) to be copied.

Customer

The customer will display automatically after the Template Invoice ID has
been selected.

*Copy Begin Dt

Enter the Copy Begin Dt. This is the date when a bill is available to be
copied.

*Copy End Dt

Enter the Copy End Dt. This is the date when a bill is no longer available
to be copied.

New Bill Status

Click the Bill Status Lookup button and select a Bill Status.

Tip: If you select a status of “HOLD” it may make searching for the
invoice easier since this status isn’t used as often as “NEW” or “RDY".

You can use the Reset Status button in the header to reset all displayed
invoice statuses to “NEW”.

Select

Each time you run the process, you will check the Select box to indicate
you want to select this bill to copy. You can optionally use the Select All
and Deselect All icons in the header.
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5. Click the Add a New Row button to add additional invoices to be included in the group, entering the fields
for each invoice as described above.

6. Ensure that the Select Checkbox for each invoice to be copied is checked.

7. Click the Save button after all invoices have been added to the group.

8. Click the Define Copy Group Detail 2 tab to view the options and fields displayed.

Favorites | Main Menu > Bllfu > Mar-ta_ln Bis » Defne Cou\_-'Grcun'De:aI!s
Qe'l:\s :C_:..(.,IL'LIL.:FI?!Hﬂl s
Bill Copy Group 1D: G46011A G4501 1A BILL GROUP
I Reset Copy invoice ID I Clear Replace
Selec-i -'-remplale Invoice ID Copy Invoice 1D |lneplace Template Copy Step
00000167837 NEXT ¥
Customer: HTF0100001 DENTISTRY BOARDY
Select Template Invoice ID Copy Invoice ID |Replace Template +| =
00000167832 NEXT i
Customer: PTE0100001 CORRECTIONS DEFT
Select Template Inveice 1D Copy Invoice 1D |Replace Template Copy Step [#][=
00000167820 NEX .
Customer: HTX0100001 BEHAVIORAL HEALH & THERAPY BD

Field Name Field Description

Copy Invoice ID This field defines the Invoice ID of the new bill. The default field value is
“NEXT”. The system will generate a new Invoice ID after the process is
complete. Return to this page to locate the Invoice IDs. If you are
authorized, you can override this default with any number if that number
is not a duplicate of an existing invoice.

Replace Template You can select the Replace Template option to replace the template for
subsequent batch copy processes with the invoice resulting from this
copy process. The copy is identical to the template; you can use either
the original bill or the new copy as the template.

Copy Step The Copy Step field displays the status of the last copy bill group run.

After the process is complete, the field will display “DONE” if no errors
were encountered; it will display “ERR” if errors occurred.

ID

Reset Copy Invoice The Reset Copy Invoice ID option resets all the copy Invoice IDs to

“NEXT".
Before running the process again, reset the copy Invoice IDs.

WARNING! This is an Important step. If you don’t do this, SWIFT will
attempt to reassign the old Invoice IDs to the new bills, and an error
occurs.
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Field Name Field Description

Clear Replace Click on the Clear Replace function to deselect the Replace Template
check boxes for the entire group.

Step 3: Run the Copy Bill Group Process

The next step is to run the Copy Bill Group process to produce bills identical to the template bills defined for a Bill
Copy Group ID. Begin by navigating to the Copy Bill Group page.

1. Navigation Links: Bills, Maintain Bills, Copy Bill Group

2. Select an existing Run Control ID or add a new Run Control ID for the Run Bill Copy page process.

3. Click the Add button and the Copy Bill Group page displays.

Favorites : Main Menu > Biling » Maintain Bils > Copy Bil Group
Copy Bill Group
Run Control 1D Bill_Copy_Grp Eeport Manager Process Monitor s
Language: English hd
*Bill Copy Group ID: G4B01IA OJ
Bill Header From Date: 08/01/2014 [5  To Date: 08/31/2014 |[H]
Bill Line From Date: 08/01/2014 Eﬂ To Date: 08/01/2014 Eﬂ
Invoice Date: El
Accounting Date: [#]
EJJ Save =] Motify =+ Add || Update/Display

4. Use the Copy Bill Group page to enter the request parameters described below. These parameters will be
used to define the processing rules and data to be included when the process is run.
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Field Name

Field Description

Bill Copy Group ID

Enter the Bill Copy Group Header Group ID that you defined in the first
step of the process or use the Lookup button to search for and select the
name.

Bill Header From
Date and To Date

Define the Bill Header From and To dates that will display on the invoices
being generated. You have the following options:

- If you leave the fields blank, the From and To Dates that were entered
when creating the bill will be used. If no dates were entered when
creating the bill, the fields will be blank.

- Enter the beginning and ending date of the period of service that the
customer will be billed for. These dates will appear on the invoices being
generated.

Bill Line From and
To Date

The Bill Line From and To dates can be used but they do not display on
the invoices being generated. You have the following options:

- If you leave the fields blank, the From and To Dates that were entered
when creating the bill will be used. If no dates were entered when
creating the bill, the fields will be blank.

- Enter the beginning and ending date of the period of service that the
customer will be billed for.

Invoice Date

Enter the Invoice Date or leave it blank and it will be populated with the
current date when running the Single Action Invoice process.

Accounting Date

Enter the Accounting Date or leave it blank and it will be populated with
the current date when running the Single Action Invoice process.

5. Click the Save button.
6. Click the Run button.
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Process Scheduler Request
User ID: 01037463 Run Control ID: Bill_Copy_Grp
Server Name: Run Date: 08/11/2014 ]
Recurrence: *  Run Time: 315:13FM Resetto Current Date/Time
Time Zone: OJ
Select Description Process Name Process Type *Type *Format Distribution
Copy Group of Bills BICPYGRP Application Engine  Web * TAT » Distribution
OK Cancel
7. Accept the Copy Group of Bills (BICPYGRP) default process and click the OK button. You are returned

to the Copy Bill Group page.

Note the Process Instance number and click the Process Monitor link to ensure the process was
successful. (The Run Status will display “Success” and the Distribution Status displays “Posted”.) If you
click on the Details link and view the Message Log, the number of new bills created should be listed.

Step 4: Change the Copied Bill(s) Status to Ready

You'll need to navigate to the copied bills to change the bill Statuses to “RDY” (Ready). To do this, first look up
the new invoice number(s) by reviewing the Define Copy Group Detail 2 page.

1
2
3.
4

Navigation Links: Billing, Maintain Bills, Define Copy Group Details.
At the Define Copy Group Detail page, enter the Bill Copy Group ID and click the Search button.
Click on the Bill Copy Group ID link in the Search Results section.

Click on the Define Copy Group Detail 2 tab. Notice that the Copy Step box indicates that the process is
done.

Make note of the Copy Invoice ID’s.
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Favorites - Main Menu > Billlng b Maintgin Bils > Define Copy Group Details
LEI New Window (2)Help ,_,/ Cu
Define Copy Group Detail 1 |
Bill Copy Group ID: G46011A G4601 IABILL GROUP
Reset Copy Invoice 1D Clear Replace
4 ]
Select Template Invoice 1D Copy Invoice ID Replace Template Copy Step ﬂ ﬂ
00000167837 00000179997
Customer: H7FO100001 DEMTISTRY BOARD
Select Template Invoice ID Copy Invoice ID Replace Template Copy Step ﬂ ﬂ
00000167832 00000179998
Customer: P7E0100001 CORRECTIONS DEPT
Select Template Invoice ID Copy Invoice ID Replace Template Copy Step ﬂ ﬂ
00000167629 00000179939 w
Customer: H7X0100001 BEHAVIORAL HEALTH & THERAFY BD

6. Navigate to the Bill Entry page to look up the copied bills: Bill, Maintain Bills, Standard Bills.

7. On the Bill Entry page, click on the Find an Existing Value tab and enter your search criteria.
Note: If you set the copied invoices status to “Hold”, you may be able to find them by searching for bills
with that status.

8. Select the Invoice link in the search results. The Header — Info 1 page appears for the invoice.

9. After reviewing the invoice information and making any changes, click the Status Lookup icon and select

“RDY” (Ready). If you copied older invoices that have the “Crystal” format, you should change the format
to “XMLPUB?” at this time.

10. Click the Save button.
Step 5: Run the Single Action Invoice Process

Finally, you'll need to run the Single Action Invoice process as you would normally to print the invoices and create
the Pending AR item. (Refer to the “Running the Single Action Invoice Process” topic for instructions.)

Step 6: Revise Define Copy Group Details Before Running Again

Before running the Copy Bill Group process again for this group, make sure to go to the Define Copy Group
Detail 2 tab and click the Reset Copy Invoice ID button. If you don'’t do this, the process will appear to be
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successful but the Message Log will show that an error was encountered and “0” bills were copied. This is
because duplicate Invoice ID’s are not permitted.

Favorites | Main Menu > Biling > Maintain Bl > Copy Bill Group
- i - - >

Message Log

Instance: 11596534 Type: Application Engine
Name: BICPYGRP Description: Copy Group of Bills
Customize | Find | view Al BV | 38 First Kl 4430813 O Last
Severity Log Time Message Text Explain
10 1027:31AM  Copy Group ID: TRNO1 - Explain |
10 10:27:31AM Bill Header From Date: , Bill Header To Date: Explain
10 10:27:31AM Bill Line From Date: , Bill Line To Date: Explain
10 10:27:31AM  Invoice Date:  Explain |
10 1027:31AM  Accounting Date: - Explain |
10 1027:31AM  Total Errors: 2 . Explain |
10 10:27:31AM Total Bills Copied: . Explain |

The Define Copy Group Detail 2 tab also shows that an error was encountered in the Copy Step field.

Favcy'rtes MainvMenu b3 Bil\ivng ¥ Mainmvin Bils ;> Define Copy Group Details

Define Copy Group Detail 1 | LIl Re TR =2

D New window (D Help B C

Bill Copy Group ID: TRMO1 TRMO1 GRP COPY :
[ Reset Copy Invoice ID | Clear Replace
Select Template Invoice ID Copy Invoice ID Replace Template Copy Step Iﬂ I:']
WC-A000013 MNEXT &l ERR
Customer: G020100001 ADMIMISTRATION DEPT 4000 Copy Invoice ID is notunique
Select Template Invoice 1D Copy Invoice 1D Replace Template Copy Step [+[=]
WC-ADDD012 NEXT &l ERR
Customer: G020100001 ADMINISTRATION DEPT 4000 Copy Invoice ID is not unique

Having completed this topic, you should now be able to:

e Run the Copy Bill Group Process
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Creating a Recurring Bill

Topic Overview

Recurring Bill Entry enables you to create templates for invoices that will be billed on a regular basis, such as
monthly rentals or utilities invoices. By assigning a schedule to the template, you can control when and how often
recurring bills are generated.

After a recurring bill schedule is established, you can generate periodic bills by running the Create Recurring Bills
process. You control exactly when and how often a recurring bill is generated by associating the recurring bill
template with a predefined billing cycle.

The billing cycle plays an important role in generating recurring bills:

e Links the schedule to the recurring bill template

o Defines when the recurring bill is to be generated

o Defines the number of days before the bill generation date that you can generate a recurring bill
e Establishes the invoice date that appears by default on the Recurring Bill Schedule page

After completing this topic, you should be able to:

e Create Recurring Bills
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Process Steps

Create Recurring Bill

This topic covers how to create and process Recurring Bills.

Steps to complete:

e Step 1: Set up the Recurring Bill Template Using Standard Bill Entry Process
e Step 2: Create a Recurring Bill Schedule

e Step 3: Set Recurring Bill Template Status to Ready

e Step 4: Run the Create Recurring Bills Process

e Step 5: Verify the Created Bills

e Step 6: Run the Single Action Invoice Process

Step 1: Set up the Recurring Bill Template Using Standard Bill Entry Process

First, you'll need to set up the Recurring Bill Template using the Standard Bill Entry process. This topic includes
information specific to the Recurring Bill process. Refer to the “Using the Standard Billing to Enter a Bill” topic for
detailed bill entry instructions.

1.
2.
3.
4.

Navigation Links: Billing, Maintain Bills, Standard Billing.
On the Bill Entry page, click the Add a New Value tab to create the recurring bill template.
Verify the Business Unit default or enter the Business Unit.

Leave default of “NEXT” in the Invoice field and SWIFT will automatically assign the next number after
you save the Header Info 1 page. You can enter your own.

Click the Add button and the Header Info 1 page appears.
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Favorites = Main Menu Bilng Maintain Bs > Standard Biling
& ind

[ el Line - info 1

Unit: T304 Invoice: NEXT Pretax Amt S00.00 USD

Status: MEW Invoice Date: ] Cycle ID: MTH_RECUR
“Type: MSC Source: 3 Ferequency: Recuming ~ Il
*Cuslomer; 0000151107 SubCusti; SubCust:

CINGULAR WIRELESS PCS, LLC
*Invoice Form: XNLFUB From Date: W ToDate: iy

Accounting Date: i Pay Terms: MNET30 <, Pay Method: Cheack -
Remit To: T7901 Bank Account: 0001 4,

Sales: DEFAULT Bill Inquiry Phone: 651-366-4803 .

foraciE DS Collector: DEFAULT

Biller: BISPEC Billing Authority: BISUP d
Gt Address Copy i

ing Saarch Havigation: Header - Info 1 * | Pra MNa

1) Save «% Refresh + Add 7| Update/Display
He f - Infa infa

6. Complete the Header Info 1 page as you would normally making sure to select the following for the

recurring bill template:

Field Name Field Description

Cycle ID Click on the Lookup icon to search for and select a recurring Cycle ID,
such as “MTH_RECUR” (Monthly Recurring).

Frequency When defining a bill as a recurring bill template, select “Recurring” from
the Frequency drop-down.

7. Complete the remainder of the Standard Bill Entry pages as you would normally (refer to the “Using the
Standard Billing to Enter a Bill” topic for the detailed steps).

8. Click the Save button.

Note. If you accepted the default of “NEXT", the system-assigned Invoice displays after saving the

entered information. This is the recurring bill template Invoice ID.
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Step 2: Create a Recurring Bill Schedule

Next, use the Recurring Bill Schedule icon to create a recurring bill schedule.

1. Click the Recurring Bill Schedules icon on the Header Info 1 page. (Second icon to the right of the

Frequency field.)
FE\‘Q-II‘LEé HBI'-HQ".LI B=FI'J1Q »  Maintain Bils Standard Biling
I‘_ f
Ling - Info 1
|
Unit: TT904 Invoice: 0000221454 Pretax Amt: 500.00 USD
Status: MNEW 4 Invoice Date: W cyclen: WMTH_RECUR
“Type: MSC N Coitee 3 *Frequency: Recurming - | D
*Customer; 0000151107 . SubCustt: SubCust

CINGULAR WIRELESS PCS. LLE

"Invoice Form: KHLPUB Y From Date: W ToDate: ™

Accounting Date: b Pay Terms: Pay Method: Check -
Remit To: 17901 . Bank Account:

Sales: DEFAULT % Bill Inquiry Phone; 651-266-4003
Credit: DEFAULT L Coliector: DEFALLT
Biller: BISPEC . Billing Authority: BISUP
Golo iress Copy Address

Line Search Navigation: Header - info 1 hi
) Save = Metity 3 Refresh +Add| | 7| Update/Display

2. The Recurring Bill Schedules page displays. Enter the header fields as described in the table below.

Field Name Field Description

Start Date Enter the recurring bill Start Date or click on the date Lookup to select
the start date.

End Date Enter the recurring bill End Date or click on the date Lookup to select the
end date.

Template Invoice The Template Invoice ID is displayed. The template will not be sent out to

the customer. Once the last recurring invoice goes out to the customer,
the template invoice will disappear.

Pre-Assign Invoice Select the Pre-Assign Invoice Numbers field to have the system create
Numbers the invoice numbers for the bills after you save the entered information.

If you prefer to enter your own Invoice Numbers, do not check this box.
You will need to enter each invoice number into the invoice field in the
Recurring Schedule section.

Use Header Dates Select Use Header Dates for Lines to use the bill header From and To
for Lines dates on the bill lines.
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3. Next, enter the Recurring Schedule detail by clicking on the Generate Recurring Schedule icon to
automatically populate the Recurring Schedule section with the recurring invoices to be generated based
on the Start Date, End Date, and Schedule.

Note: You can edit the Recurring Schedule detail after it is generated. You can also manually enter the
invoice details in the Recurring Schedule section.

Recurring Bill Schedules

Business Unit T7304 Template Invoice: 00000221454 -
Start Date: 08/01/2014 [ ¥ Pre-Assign Invoice Numbers o
End Date: 08/21/2015 [ 4| Use Header Dates For Lines
Generate Date Invoice Date Invoice Inv Generated? Date o=
08/01/2014 [ 09/01/2014 [ MNEXT M
Bill Header From Date: 09/01/2014 3 To Date: 09/30/2014 W
Generate Date Invoice Date Invoice Inv Generated? Date i
1010172014 [5) 10001/2014 [&) MNEXT N
Bill Header From Date: 10/01/2014 [ To Date: 10/31/2014 [#

The Recurring Schedule fields will be populated as described below.

Field Name

Field Description

Generate Date

The date the bill should be generated.

Invoice Date

The date of the Invoice.

Invoice Number

Leave default of “NEXT” in the Invoice field and SWIFT will automatically
assign the next number when you save the page if you selected the Pre-
Assign Invoice Numbers checkbox. If you did not select the Pre-Assign
checkbox, the invoice number will be assigned when the invoice is
generated.

You can also enter your own Invoice Number.

Bill Header From
and To Dates

The service from and to dates.

Inv Generated?

This field displays “N” for No and changes to a “Y” for Yes after the
invoice has been generated.

Date

The date the invoice generated will display in this field.

4. Click the Save button. If you checked the Pre-Assign Invoice Numbers option, the Invoice IDs changed
from “NEXT"” to an actual Invoice ID after you saved.
Note: The Generate Recurring Schedule icon becomes the Re-Generate Recurring Bill button. You
can edit the Recurring Bill Schedules header fields and click on this icon to regenerate the schedule. If
you only need to extend the End Date of the Schedule, enter the new End Date and click on the Extend
Recurring Bill Schedule icon which becomes available after you have tabbed out of the End Date field.
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The additional Schedule lines will be created without overwriting any manual edits you have made to the
previously generated Schedule.

Recurring Bill Schedules
Business Unit: T7004 Template Invoice: 00000221454
ol
Start Date: 09/01/2014 [5] ¥| Pre-Assign Invoice Numbers *
End Date: 083112015 [5) ¥| Use Header Dates For Lines
4 ]
Generate Date Invoice Date Invoice Inv Generated? Date [#] (=]
09/01/2014 [5 09/01/2014 [5 00000221457 N
Bill Header From Date: 09/01/2014 [5 To Date: 09/30/2014 [5H
Generate Date Invoice Date Invoice Inv Generated? Date [#] (=]
10/0142014 |[5] 10/01/2014 [5] 00000221458 N
Bill Header From Date: 10/01/2014 |[5] To Date: 10/31/2014 |[3)
Return to Bill Entry
Return to Billing

Step 3: Set Template Status to Ready
The next step is to return to the template to change the Status of the template bill to “RDY” (Ready).
1. From the Recurring Bills Schedule page, click the Return to Bill Entry link and then click the Standard
Billing link in the Go To section to return to the Header Info -1 page of the template bill.
2. Change the Status from “New” to “RDY” (Ready).
3.
Step 4:

Click on the Save button. Make note of the template bill number for the next step in the process.
Run the Create Recurring Bills Process
The next step is to run the Create Recurring Bills process. This process looks at the Recurring Bill Schedule for

the template and creates a bill if the generate date is equal to or earlier than the current date. The bill is created
with a Status of “NEW” so it can be edited before submitting it to the Single Action Invoice process.

Begin by navigating to the Create Recurring Bills page.

1. Navigation Links: Maintain Bills, Create Recurring Bills.

2. Select an existing Run Control ID or add a new Run Control ID for the Create Recurring Bills process.
The Create Recurring Bills page displays.

Select the Range Section option (All, Bill Cycle, Invoice ID, and Cust ID) and enter the related
parameters. In this example, the Invoice ID for the template bill is selected and the From and To Invoice
fields are entered.
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Favarites Main Menu > Biling > Maintain Bills » Create Recurring Bils

Create Recurring Bills
Eeport Manager Process Monitor Run

Run Control ID:  Generate_Recurring_Bills

*Business Unit: T7904 @

Range Selection
1 Al
) Bill Cycle From Invoice: 00000221454 @,
@ Invoice ID To Invoice: 00000221454 @,
© CustID

previousindist:| [JS-Nextintist| [T-dotify.| ([Ekadd| | updaten

E'_] S.a\ne @f‘ Return to Saarch:

4. Click the Save button.
5. Click the Run button.

6. Accept the default process “Generate Recurring Bill (BIRECUR)” and click the OK button.

Process Scheduler Request

Run Control ID: Generate_Recurring_Bills

Server Name: Run Date: 08i07/2014 El
*  Run Time: 3:35:115PM  Resetto Current Date/Time

Recurrence:

User ID: 00272190

Select Description

Generate Recurring Bills BIRECUR Application Engine  Web * TXT

OK Cancel

Time Zone: @,
Process Name Process Type *Type *Format Distribution

w Distribution

7. Click the Process Monitor link to monitor the progress of the job and ensure it was successful.
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Step 5: Verify Created Bills

This process creates bills that are scheduled with a Generate Date equal to or earlier than the day you ran the
Create Recurring Bill process. The bills are created with a status of “Ready”.

1. You can navigate to the Standard Bill Entry pages and verify the bill information. Navigation Links:
Billing, Maintain Bills, Standard Billing.

Favorites Main Menu > Biling > Maintain Bils > Standard Biling
2 New Window @
Header - Info 1 Line - Info 1
Unit: T7904 Invoice: 00000221457 Pretax Amt: 50000 USD
Status: RDY @, Invoice Date: 09/01/2014 E Cycle ID: MTH_RECUR @,
*Type: MSC 2 source: @, “Frequency: Recurring
*Customer 0000151107 @, SubCust1: SubCust2:
CINGULAR WIRELESS PCS, LLC
*Invoice Form: AMLPUB S, From Date: 09/01/2014 B ToDate: 093012014 |
Accounting Date: Bl payTerms: MET20 % Ppay Method: Check - B
Remit To: T7801 @, Bank Account: 0001 @,
Sales: DEFAULT ., Bill Inquiry Phone: 651-366-4903 @,
Credit: DEFAULT @, Collector: DEFAULT @,
Biller: BISPEC 2, Billing Authority: BISUP @,
Goto: Header Info 2 Address Copy Address
Motes Express Entrv Page Series
Summary Bill Search Line Search Navigation: Header - Info 1 v | Prev Mext
[% SEVE |§\f‘ Return tﬂSearc:h: E Motify e Refresh:
Header - Info 1| Line - Info 1

If you need help finding the created bill, you could look up the template’s recurring bill schedule to view the

invoice number. Navigation Links: Maintain Bills, Recurring Bill Schedules.

Fa\.rnvr'rtes Mainlﬂenu > Billigg > Mainmvin Bils > Recurring Bill Schedules
Recurring Bill Schedules
Business Unit: T7904 Template Invoice: 00000221454
a
Start Date: 08/01/2014 [  [¥]Pre-Assign Invoice Numbers <
End Date: 08/31/2015 [l [¥]Use Header Dates For Lines
Recurring Schedule Find | View Al Firzt ' 1-2 of 12 L4 Last
Generate Date Invoice Date Invoice Inv Generated? Date =
08/01/2014 |[5] 09/01/2014 |[5] [o0000221457 v 08/07/2014
Bill Header From Date: 0810172014 5] To Date: 09/30/2014 5]
Generate Date Invoice Date Invoice Inv Generated? Date =]
10/01/2014 |[5) 10/01/2014 |[5] |UUUUU221458 N
Bill Header From Date: 10/01/2014 |[#] To Date: 1013112014 [+

Note: Notice that the first bill has been created as indicated by the Inv Generated = “Y” entry.
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Step 6: Run the Single Action Invoice Process

Finally, you'll need to run the Single Action Invoice process as you would normally to print the invoice and create
the Pending AR item. (Refer to the “Running the Single Action Invoice Process” topic for instructions.)

Having completed this topic, you should now be able to:

e Create Recurring Bills
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Creating an Installment Bill

Topic Overview

Creating an Installment Bill Template will allow users to generate installment bills based on the bill cycle (monthly,
weekly). The user can invoice the customer in segments, with the total amount due divided equally, by
percentage, or according to a specific breakdown.

An invoice will not be created by this process until it meets the generate date criteria on the installment bill
schedule.

The Installment Bill Schedule is set up to automatically generate invoices for customers that have made an
arrangement with an agency to pay a certain amount or percent over a specific period of time.

The Create Installment Bills process copies the default information from the template you created and creates an
installment bill for that period. Once the installment bill is created, it functions much like a regular invoice.

Installment Bills for Loans

Some agencies may have a loan event that will require an agency to process a loan. When there is a need for
this, the agency could use the Installment Bill process described in this topic. The LOAN (LR) Bill Type could be
used. If you are considering setting up loans in SWIFT, contact the Service Desk to discuss the details, including
the account codes to use.

Upon completion of this topic, you should be able to:

e Create an Installment Bill Template
e Build an Installment Bill Schedule

e Run the Generate Installment Bills Process
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Process Steps

Create an Installment Bill

This topic covers how to create Installment Bills.
Steps to complete:

e Step 1: Create an Installment Bill Template
e Step 2: Build an Installment Bill Schedule
e Step 3: Set the Template Status to Ready
e Step 4: Run the Generate Installment Bills Process
e Step 5: Set Status of Created Bill to Ready
e Step 6: Run the Single Action Invoice Process
Step 1: Create an Installment Bill Template
Begin by setting up the Installment Bill Template using the Standard Bill Entry process. This section only includes

information that is specific to the Installment Bill Process. Refer to the “Using the Standard Billing to Enter a Bill”
topic for detailed entry instructions.

1. Navigation Links: Billing, Maintain Bills, Standard Billing.

2. On the Bill Entry page, click the Add a New Value tab to create the Installment Bill Template.
3. Verify the Business Unit default or enter the Business Unit.
4

Leave default of “NEXT” in the Invoice field and SWIFT will automatically assign the next number after
you save the Header Info 1 page. You can also enter your own Invoice ID.

o

Click the Add button and the Header Info 1 page appears.

6. Complete the Header Info 1 page as you would normally, making sure to select the following for the
Installment Bill Template:

Field Name Field Description

Bill Type Identifier If this is an installment template for a loan, make sure to select the “LR”
(Loan Receivable) as the Bill Type.

Cycle ID Click on the Lookup icon to search for and select a recurring Cycle ID,
such as MTH-END-Monthly End-of-Month Cycle.

Frequency When defining a bill as an Installment Bill template, select “Installment”
from the Frequency field drop-down. When you assign the installment
frequency to a bill, it becomes a template for installment bill invoices, and
the Installment Bill Schedule icon becomes available.
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Financial Management Syste

Favorites Main Menu > Biing > Maintain Bils > Standard Biling

Home \ Print |

Worklist | MultiChannel Console | Add to Favorit

LE' Mew Window @ Help Dr/ Customize

Header - Info 1 Line - Info 1

Header - Info 1| Line - Info 1

Unit: R3201 Invoice: MEXT
Status: NEW 9 Invoice Date:
*Type: LR @, source:
*Customer: 0000000005 @, subCustt:
Geosyntec
*Invoice Form: KMLPUB 2 From Date:
Accounting Date: [+ Pay Terms:
Remit To: R3201 @, Bank Account:
Sales: DEFAULT @, Bill Inquiry Phone:
Credit: DEFAULT 2 Collector:
Biller: BISPEC @, Billing Authority:
Goto: Header Info 2 Address
Motes Express Entry
Summary Bill Search Line Search
Return to Billing
5] save | [ Notify | |2 Refresh |

Pretax Amt:

Ed
o a

&
MNetse @
oot
CECET
[DEFAULT &
bisup @

Copy Address

Navigation: Header

0.00 UsD

Cycle ID:
*Frequency:

SubCust2:

To Date:
Pay Method:

-Info 1

MTH_INSTAL @,

Installment ~ &

B
Check - @&
Page Series
M Prev Mext

b Add| |5 Updatemispiay |

7. Complete the remainder of the Standard Bill Entry pages as you would normally. Refer to the “Using the

Standard Billing to Enter a Bill” topic for detailed entry instructions.

8. Click the Save button.

Note. The system generated the Invoice ID if you accepted the default of “NEXT". This is the
Installment Bill Template Invoice ID.
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Step 2: Create an Installment Bill Schedule

Next, you will create an Installment Bill Schedule.

1. Click the Go To Installment Bill Schedules icon on the Header Info 1 page next to the Frequency field.
The Installment Plan Terms page displays.

Installment Bill Schedule

Business Unit: R3201

Installment Template Invoice: 00000221409

Pretax Invoice Amount: 10,000.00 UsD
Installment Plan: INST_10 @ Installments-10

*Charge: MNone -

Identifier: @,

Return to Bill Entry

[5] save | [ Returnto Search | =] Hotify

Installment Bill Terms | Installment Bill Schedule

2. Complete the Installment Bill Terms page as described below:

Field Name Field Description
Installment Plan Click on the Lookup icon to search for and select an Installment Plan
*Charge Rather than use this feature, agencies would most likely add an Overdue

Charge (OC) in the Accounts Receivable module once the invoice had
processed to AR.

Click the Charge field drop-down to select whether a service charge
applies. Options include: None, All Installments, Last Installment Only,
and First Installment Only.

(agency-defined).

Identifier Click the Lookup icon to select an Identifier.

(agency-defined)
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3. Use the Installment Bill Schedule page to create schedules based on the installment billing plan and bill
cycle parameters. Click the Installment Bill Schedule tab and complete as described below.

Installment Bill Terms

Pretax Invoice Amount:

7| Bra-Assign invoice Numbers

Business Unit: R3201

Instaliment Template Invoice: 0000022

Instaliment Plan: INST_10

Start Date: 0810172014 &)

Instaiment Biling Scheduls 2

1437
5.000.00 USD

Installments-10

instabment Biling Schedule 3 T__b

"Tn'

Humber Generate Date Invoice Instaliment Amount Service Charge Amount
[ |[NEXT + [=
Retum to Bill E
fil Seve o™ Returnto Search | | Molify
Field Name Field Description

Installment Template

The Installment Template Invoice displays. This template will not be sent

Invoice out to the customer. After the last installment bill is sent out to the
customer, the Template Invoice will disappear.
Start Date Enter the date from which the Installment Bill Schedule will be effective.

Pre-Assign Invoice
Numbers

Select the Pre-Assign Invoice Numbers option to have the system assign
all of the invoice numbers to the installment bills when you save the page.
You could choose your own invoice number for each installment; for
example, 0156-01 for installment bill 1; 0156-02 for installment bill 2; and
so on for 0156-03; 0156-04; 0156-05; 0156-06. This may be helpful when
viewing your Accounts Receivable items under the customer's item
activity pages and may assist when applying payments to the correct

invoice.

4. Click the Generate Installment Bill Schedule icon and the remaining fields will be populated.

5. Click the Save button.
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Installment Bill Terms

Business Unit: R3201

Installment Template Invoice: 00000221409

Pretax Invoice Amount: 10,000.00 USD
Installment Plan: INST_10 Installments-10

Start Date: 08/01/2014 [5]

Pre-Assign Invoice Numbers

) Instaliment Biling Schedule 2 | Instaliment Biling Schedule 3

Number Generate Date Invoice Installment Amount
1 08/01/2014 |[¢] 00000221411 1,000.00
2 09/01/2014 |[5] 00000221412 1,000.00
3 10/01/2014 |[5] 00000221413 1,000.00
4 1140112014 |[5] 00000221414 1,000.00
5 1210112014 |[5] 00000221415 1,000.00

Return to Bill Entry

S

E
=

Service Charge Amount

| FH] ) B
() [ ) [ [

Note: If you selected the Pre-Assign Invoice Numbers option, the Invoice ID changes from “NEXT” to an

actual Invoice ID after you saved. You can override these numbers.

e The Installment Bill Schedule tab displays the Installment Number, the Generate Date, Installment
and Service Charge amounts. If the Pre-Assign Invoice Numbers option was selected, the Invoice

number will be assigned once the information is saved.

e The Installment Billing Schedule 2 tab displays the Invoice Date, and the Accounting Date, once

the invoice has been posted to the GL

e The Installment Billing Schedule 3 tab displays whether the invoice has been generated and the

date the invoice was generated.

Step 3: Set the Template Status to Ready

The next step is to return to the Installment Bill Template to change the Status of the template bill to “RDY”

(Ready).

1. From the Installment Billing Schedule page, click on the Return to Bill Entry link.

2. Click on the Standard Entry link in the Go to section to return to the Header - Info 1 page of the template

bill.
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) Line - Info 1
. il _s‘Jj

Unit: R3201 Invoice: 00000221409 Pretax Amt: 1000000 USD

Status: RDY 2. Invoice Date: EH  cyclelD: MTH_INSTAL @,
*Type: LR 2 source: ONLINE @, *Frequency: ] =
*Customer: 0000000014 @, subCust1: subCustz:

Global Realty Service
*Invoice Form: XMLPUB @, From Date: £ To Date: [

Accounting Date: El Pay Terms: NET320 @ Pay Method: Check - &
Remit To: R3201 @, Bank Account: oo @,

Sales: DEFAULT @, Bill Inquiry Phone: 651-757-2182 @

Credit: DEFAULT 2 Collector: DEFAULT @

Biller: BISPEC @, Billing Authority: BISUP =

3. Click on the Status Lookup icon and select “RDY” (Ready).
4. Click on the Save button. Make note of the template bill number for the next step in the process.
Step 4: Run the Create Installment Bills Process

Next, you'll run the Create Installment Bills process. This process looks at the Installment Bill Schedule for the
template and creates a bill if the generate date is equal to or earlier than the current date. The bill is created with
a Status of “NEW” so it can be edited before submitting it to the Single Action Invoice process.

Begin by navigating to the Create Installment Bills page.

1. Navigation Links: Maintain Bills, Create Installment Bills.

2. Select an existing Run Control ID or add a new Run Control ID for the Create Installment Bill page
process.

3. Atthe Create Installment Bill page, enter the request parameters as described below.
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Create Installment Bills
Run Control ID:  Installment Bills Report Manager Process Monitor Run
*Business Unit: R3201 /@,
Al From Invoice: 00000221409 @,
© Bill Cycle To Invoice: 00000221409 @,
@ Invoice 1D
) CustID
EJJ Save =] Motify =+ Add | || Update/Display
Field Name Field Description
*Business Unit Enter the Business Unit or use the Lookup button to select the Business
Unit.
Range Select one of the Range options: All, Bill Cycle, Invoice ID, Cust ID. You'll
typically use the Invoice ID range.

4. Click the Save button.

5. Click the Run button and the Process Scheduler Request page displays.

6. Accept the default selection of “Generate Installment Bills (BIINSTAL)”. Make note of the Process
Instance Number and click the OK button.
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Process Scheduler Request

User ID: D0B48071 Run Control ID: |nstallment_Bills
Server Name: Run Date: 08/05/2014 El
Recurrence: *  Run Time: 4:17:09PM ~ Resetto Current Date/Time

Time Zone: Qaa

Process List

Select Description Process Hame Process Type Type *Format Distribution
Generate Installment Bills BINSTAL Application Engine  Web * TAT « Distribution
OK Cancel

7. Click the Process Monitor link to monitor the progress of the job and ensure it was successful.
Step 5: Set Status of Created Bills to Ready

This process creates bills that are scheduled with a Generate Date equal to or earlier than the day you ran the
Create Installment Bill process. The bills are created with a status of “NEW”.

1. You will need to locate each created bill, make any changes, and set the bill Status to “RDY” (Ready).
(Navigation Links: Billing, Maintain Bills, Standard Billing.)

2. If you need help finding the created bill, you could look up the template’s Installment bill schedule to view
the invoice number. Navigation Links: Maintain Bills, Installment Bill Schedules.

Fa\ro'r'rtes Maing‘lenu > BiIIivng > Maint,—ulvin Bils > Instalment Bill Schedules

Installment Bill Terms Installment Bill Schedule

& New Window (Z)Help  [E Custo

Business Unit: R3201

Installment Template Invoice: 00000221409

Pretax Invoice Amount: 10,000.00 UsSD <
Installment Plan: INST_10 Installments-10

Start Date: 08/01/2014 [5)

Pre-Assign Invoice Numbers

Installment Billing Schedule customize | Find | View Al | B [ 3 Frst £ 150110 I Last
Installment Biling Schedule Installment Biling Schedule 2 Installment Biling Schedule 3

Number Generate Date Invoice Installment Amount Service Charge Amount

[1 [oa01/2014 5 (00000221411 [1,000.00 | =]
2 [og/01/2014 5 (00000221412 [1,000.00 [+ =]
3 [10/01/2014 5] (00000221413 [1,000.00 | =]
4 [1101/2014 |5 (00000221414 [1,000.00 =
5 [12/01/2014 5] (00000221415 [1,000.00 | =]
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Installment Bill Terms

Business Unit: R3201

Installment Template Invoice: 00000221409

Pretax Invoice Amount: 10,000.00 USD
Installment Plan: INST_10 Installments-10

Start Date: 08/01/2014 [5]

Pre-Assign Invoice Numbers

Installment Biling Schedule Installment Biling Schedule 2 |
Number Generated Generated Date

1 Y 08/05/2014

2 N

3 N

4 N

5 N

S

Header Info 1

S

E
[~

[+ [#H] +H [
() (o] O [ [

3. You can click on the Installment Billing Schedule 3 tab to see a listing of bills that have been
generated. In this example, the first bill has been created as indicated by the Generated = “Y” entry, along

with the Generated Date.

Step 6: Run the Single Action Invoice Process

Finally, you'll need to run the Single Action Invoice process as you would normally to print the invoice and create
the Pending AR item. (Refer to the “Running the Single Action Invoice Process” topic for instructions.)

Having completed this topic, you should now be able to:

e Create an Installment Bill Template
e Build an Installment Bill Schedule
e View Scheduled Installment Bills

¢ Run the Create Installment Bills Process
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Lesson Summary
After completing this lesson, you should be able to:

e Use Standard Billing to Enter a Bill

e View the Billing General Page

e Copy a Single Bill and Update the New Bill
e Run the Copy Bill Group Process

e Create a Recurring bill

e Create an Installment bill
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Lesson 2: Working the Billing Interface

Lesson Overview

This lesson will focus on working with the billing interface. The billing interface enables you to automatically create
bills using data from other modules or external systems.

Invoices loaded from grants will go through a billing worksheet approval in the billing module. All other interface
bill types do not have an approval process setup in Billing.

Loading Interface Files (External): are picked up on mainframe by AppWorx and loaded into staging tables.

Processing Bills on Staging Tables: The process runs edits on the information and creates the bills. If you
intend to have SWIFT number your interfaced invoices, rather that the Agency supplying the invoice numbers,
you will want to make sure you have the Bill By Identifier set up correctly. The Bill By Identifier is the logic used to
break apart the information and correctly group the information into bills.

After completing this lesson, you should be able to:

e Explain at a high level how to Work with the Billing Interface
e Process Bills on Staging Tables
e Run Queries to Check for Errors

e Correct Invoice Errors
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Processing Bills on Staging Tables

Topic Overview
In SWIFT, the Billing Interface process:

e Validates billing activity on the staging tables

o Applies defaults to fields not populated by the external systems

e Determines whether the billing activity is to be added to an existing bill or a new bill
e Converts all valid billing activity into the bill format

e Processes entered adjustments

After completing this topic, you should be able to:

e Run the Process Billing Interface
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Process Steps

Process Bills on Staging Tables

When an agency sends a file to the Mainframe, a response file is sent to the agency identifying the Interface ID
and noting if the file was successful or not. If the file was successful, the Process Billing Interface must be run.
The process is included in the overnight batch processing or it can be manually run as described in this topic.

Steps to complete:

e Step 1: Set parameters using the Billing Interface page
e Step 2: Use the Process Scheduler page to select and run the Billing Interface Process

Step 1: Set parameters using the Billing Interface page

Begin by navigating to the Process Billing Interface page. This page is used to enter the request parameters
which define the processing rules and data to be included when the process is run.

1. Navigation Links: Billing, Interface Transactions, Process Billing Interface.

2. Search for an existing Run Control ID or add a new Run Control ID for the Process Billing Interface.

Favorites - Main Menu > Biling > Interface Transactions > Process Biling Interface
7 Nev

Process Billing Interface

Run Control ID:  ARUPDATE Report Manager  Process Monitar Run
*From Interface ID: 7T40/Q
*To Interface ID: 77403,

Return to Interface Transactions

[5] save [ Returnto Search 4| MextinList | [Z] Notify =4 Add

3. Enter the From and To Interface ID’s at the Process Billing Interface page. An Interface ID is a unique
number for each batch of bill lines assigned by the process that populates the staging area.
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Field Name

Field Description

*From Interface ID

Enter the From Interface ID or click the Lookup button to search for the
Interface ID. Use the From Interface ID field to enter the start of a range
of interface identifiers that you want to include in the interface process.

*To Interface ID

After you select the From Interface ID, the To Interface ID automatically
populates to the same number. You can change it, if necessary. The To
Interface ID field is the end of a range of interface identifiers that you
want to include in the interface process.

Step 2: Use the Process Scheduler page to select and run the Billing Interface Process

1. Click the Run button and the Process Scheduler Request page displays.

Process Scheduler Request

User ID: 01060101

Server Name:
-

Recurrence:

Time Zone:

Select Description
Billing Interface

DK Cancel

Run Control ID: ARUPDATE

081412014 [#]
12:00:01PM

Run Date:

Run Time: Resetto Current Date/Time

Process Hame Process Type *Type *Format Distribution
BIIFOO01 Application Engine  Web v TXT w  Distribution

2. Select the Billing Interface process that displays BIIFO001 in the Process Name.

3. Click the OK button.

4. Make note of the Process Instance number and click the Process Monitor link.
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Favorites Main Menu > Eil"lvﬂg = Interface Tvransactlons » Process Biling Interface
0 My Wind o E,)Customlze Fage Ehﬂp =l
Server List
w Process Request For
User ID: [TRM_AR-BI 2, Type: | =l [Last B2 60 | Days = Refrash
Server: I 'l Name: @, Inslam:e:‘ to |
g‘“ar; | -1 gg‘t"b“““" | -1 ¥ Save On Refresh
us: us:
Process List
Process Di ution
Select Seq. Process Type Hame User Run Date/Time Run Status Status Details
—  z0m80 Application Engine BIFO001 ETNJ“R' 126132010 4:37:56FM GST Success Posted Details
~ zo@79 Application Engine giFoont | IRNAR g az010 4a28Pm 05T Success Posted Details
20078 SQR Report arzoo03 MR 432010 4e01PM oBT Success Posted Details
TRN_AR- . )
20043 PSdab puosns | IEMAT g am0in 40731 em ot Success Posted Details |
~ 20008 PSdohb Buosns | IANA 42032010 s02:58Pm o5T Success Posted Details
20866 PSdab BIIOR03K ETNJ“R' 126132010 3:41:26FM GST warning Fosted Details
~  zo@27 PSdohk puosnak | [N z0a2010 aga8rm osT warning Posted Details
 zomis PSab M_Bezk | TRMNAR s 32010 315:04PM cET warning Fosted Details
M_BLB3 o Details
- 20719 PSdab BIIOR03K ETN—AR' 1261302010 11:53:354M CST warning Posted Detalls
~ | zo8s4 PSdob pucenz | TRM-ARaaizoi0113851am osT Cancelled  Posted Details
Bl
~ 20870 PSdab ARUFDATE ETNJ“R' 12152010 8:38:414M CST Success Posted Details
20861 PSdohk m_pupzk RN 102010 90702am caT Success Posted Details
Bl
20845 Application Engine FS_BP TRMN_AR ) 2mar2010 4:09:58FM CST Success Posted Details
E Details
4| | >
Process Instance: 20950 [/ Trusted sites REY N

5. Atthe Process List page, locate the Process Instance for the job and view the status of the job. The Run

Status should be “Success” and the Distribution Status should be “Posted”.
6. Click on the Details link, if you want to see more information.

Having completed this topic, you should now be able to:

e Run the Process Billing Interface
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Running Queries to Check for Errors

Topic Overview

After processing bills on staging tables, you need to check for transactions in the interface file that have errors
that need to be corrected before the bill is created in SWIFT. Two queries can be run to find these errors:

e M _BI_INTFC_ERRORS_INTFCID (prompt on Interface Number)
e M _BI INTFC_ERRORS_BY_BU (prompt on Business Unit)

After completing this topic, you should be able to:

e Run Queries to Check for Interface Errors
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Process Steps

Run Queries to Check for Errors

After processing bills on staging tables, you need to check for transactions in the interface file that have errors
that need to be corrected before the bill is created in SWIFT. Two queries can be run to find these errors:

Query Name Query Description

M_BI_INTFC_ERRORS_INTFCID | Prompt on Interface Number. Use this to check for errors by
Interface ID.

M_BI_INTFC_ERRORS BY_BU Prompt on Business Unit. Use this to check for error by
Business Unit.

Steps to complete:
Step 1: Run Queries to Check for Errors
Begin by navigating to the Query Viewer page to run the queries.

1. Navigation Links: Reporting Tools, Query, Query Viewer.
2. Enter your search criteria: Search by Query Name, begins with: “M_BI_INTFC".

3. Click on the Search button. Both queries display in the Search Results listing. Tip: Click on the Add to
Favorite link to add these queries to your My Favorites Queries listing so you won't have to search for

them again.

Fa\fnvr'rtes Main_Menu > Reporting Tools > Query > Query Viewer

b |Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values
*Search By: QueryMame - begins with M_BIINTFC

Search | Advanced Search

Search Results

*Folder View: — All Folders — -
B 5 n ]
. Runto Runtio Runto Add to
Query Name Description Owner Folder HTML Excel XML Schedule S
M_BI_INTFC_ERRORS_BY_BU |Prompt on Business Unit Public HTML |Excel XML | Schedule Favorite
W_BI_INTFC_ERRORS_INTFCID| Prompt on Interface Mumber Public HTML | Excel |XML Schedule | Favorite

4. Inthe Search Results listing, click on the Excel link for one of the queries. A new tab opens to run the
query.

5. Enter the prompt information, either the Business unit or the Interface number, depending on which query
you chose to run.

6. Press the View Results button.
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7. A prompt appears asking what you want to do with the Excel file. Open the Excel file to view the interface
errors.

M_BI_INTFC_ERRORS_INTFCID - Prompt on Interface Number

Interface I0: 174

View Results

Intfc 1D Line Hum Unit Err Status

Windows Internet Explorer @

What do you want to do with g.xls?

Size: 6.00 KB
Type: Microsoft Bxcel 2003
From: fms.swift.state.mn.us

< Open

The file won't be saved automatically.
< Save

< Save as

Cancel

8. The Excel file includes fields displaying the Interface ID, Line Number, Business Unit and Err Status.

e The Err Status column provides a description of the error. In this example, line 1 has an error in the
PS_INTFC_BI_AEDS row.

I“_—"l = & = Microsoft Excel = = 52
File Home Insert Page Layout Formulas Data Review View Acrobat £ e
'_dj °$ ArialUnicodeMS =10 - A" 27 = =[=| & S e M ﬁ ﬁjﬁl ':;dI %ulnsm = ‘:}v \?a

By~ = B Delete ~ | [@]- &
aste r;] I u- s | %0 .00 Conditional Format  Cell L Sort & Find &
o = 4 = o >0 Formatting = as Table = Styles~ | (= Format = | <2~ Fiiter~ Select=
Clipboard 1 Font ‘ Alignment ‘ Number ] Styles Cells Editing
Al - f | Prompt on Interface Number v
IZ_I] [Read-Only] [Compatibility Mode] = = 3
A B Cc D E |

1 |Prompt on Interface Number 3

2 |intfc ID Line Num [unit_JEm status |

3 174 1 B4201 Emor in PS_INTFC_BI_AEDS row

4 174 1 B4201 Emor in PS_INTFC_BI_AEDS row

5 174 184201 Emor in PS_INTFC_BI_AEDS row

6

7
Ready | P | |[FEE M@ 100% (=) Y] )

e The Correcting Invoice Errors topic provides basic instructions for fixing interface errors.

Having completed this topic, you should now be able to:

e Run queries to identify interface errors
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Correcting Interface Invoice Errors

Topic Overview

After the Billing Interface Process is complete, the bill line status is updated. In SWIFT, if the status is ERR, it
indicates that an error occurred and the bill was not created.

When bills do not pass the validation process, they stay in the staging area with a status of ERR until you correct
the error. Users with the appropriate security can correct the error and re-run the Billing Interface Process to
create the bill.

After completing this topic, you should be able to:

o Navigate and search for a Billing Interface invoice to correct an error
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Process Steps

Correct Interface Invoice Errors

After identifying interface error(s) by running one of the queries described in the previous topic, you need to
correct the errors or the bill will not be created in SWIFT. This topic includes basic information error handling
instructions.

Steps to complete:

e Step 1: Navigate and search for a Billing Interface invoice to correct an error

e Step 2: Rerun the Billing Interface Process
Step 1: Navigate and search for a Billing Interface invoice to correct an error
Begin by navigating to the Review Interface — Errors page.

1. Navigation Links: Billing, Interface Transactions, Correct Interface Errors.

2. Atthe Review Interface — Errors search page, enter the Interface ID and any other information you may
have.

3. Click the Search button and Search Results section displays a list of errors with a number of columns.

e “Charge” in the Transaction Type column refers to an invoice; “Note” refers to a note on the header or
line of the bill.

Favorites | Main Menu > Biling » Interface Transactions » Correct Interface Errors
I New Window B hitp

Review Interface - Errors

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

Maximum number of rows to return (up to 300); |300

Interface ID: = - 1743,
Interface Line Number: = -
Transaction Type: = - -
Transaction Type Seq: = -
Error Status: = - -
Business Unit: begins with -
Customer: begins with -
Bill Source: begins with -
Bill Type ldentifier: begins with -

Search Clear |Basic Search [ Save Search Criteria

Search Results

View All First [4] 1-3of3 3] Last
Interface - - . - - Adjustment Invoice Line
— I‘lumber — Type —Ad ust To Adjust
q74 1 Charge 0 Errin Row B4201 0000000131 INFORMIX MSC (blank) (bla ) |0
1 Mote 1 Errin Row B4201 |(blank) (blank) |(blank) (blank) (bla o
1 Mote 2 Errin Row B4201  |(blank) (blank) |(blank) |(blank) (blank) c) 0
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Click on an Error Status link that is identified with the “Charge” in the Transaction Type column and a new
page displays with two tabs: the PS_INTFC_Bl and PS_INTFC_BI_AEDS. Corrections can be entered on
these tabs to fix interface errors.

The header of the PS_INTFC_BI page displays a number of fields, including the Interface ID and the
Load Status, which displays the error description: “Error in PS_INTFC_BI_AEDS row.”

Financial Management Syste
Favorites Main Menu > Billlng > Interface Imnsactions » Correct Interface Errors

PS_INTFC_BI PS_INTFC_BI_AEDS

Interface 1D: 174 Line Number: 1 Transaction Type: LINE Seq Num:
Load Status: ERR 0599 Errorin PS_INTFC_BI_AEDS row Process Instance: 25941

Business Unit: B4201 Customer ID: 0000000131 GL Business Unit: MMO01 EI
Header Fields Key: Letter of Credit ID:

Header Fields Bill By: l_ Letter of Credit Document ID:

Adjust Trans Type: Sequence Number: l_

Create New Bill ] Sold To Customer: @,
Temporary Bill: a Sold To Address Seq Number: @,

Entry Type: @, PC Bus Unit: @,

Entry Reason: @, Project: @
Entry Event: @ Activity: @
Business Unit: B4201 @, Source Type: @,

GL Business Unit: MNOO1 &, Category: @,

Customer ID: 0000000131 @, Subcategory: @,

5. In this example, you would need to select the PS_INTFC_AEDS tab to view more information about the

error and to correct the error.

PS_INTFC_BI

Interface ID: 174 Line Humber: it Business Unit: B4201 Process Instance: 25841

Transaction Type Seq Hum Type Load5Status Error Status  Description S:Emess Invoice I;:;

AE 1| Recogniz * ERR NoDstiDor |y, pet 1D or Account [Baz01 @ | [T
Account

A (1] | b

Notice that the Error Status column indicates: “No Dist ID or Account”. To fix this error, enter a valid
Distribution Code or chart of accounts in the Accounting and Discount/Surcharge Entries fields on this
tab.

If there are additional invoice errors, you can click on Next in the List button at the bottom of the page to
work through the remaining interface invoice errors.
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Step 2: Rerun the Billing Interface Process

After correcting all of the interface invoice errors, you'll need to rerun the Billing Interface process. Refer to the
“Processing Bills on Staging Tables” topic for instructions.

Having completed this topic, you should now be able to:

e Navigate and search for a Billing Interface invoice to correct an error

Lesson Summary
Having completed this lesson, you should now be able to:

e Process Bills on Staging Tables
e Run Queries to Check for Errors

e Navigate and search for a Billing Interface invoice to correct an error
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Lesson 3: Processing Non-Consolidated Bills

Lesson Overview

After a bill is created (including credit bills) the bill Status must be set to “RDY” (Ready) and the bill must be
successfully processed through the Single Action Invoice process.

The Single Action Invoice process groups several jobs together and is a streamlined way to process your bills.
There are several outcomes from this process including:

e The invoice will be printed (or not printed depending on your setup)

e Accounting entries for the General Ledger will be created (AR/Revenue or Expense account)

e The recognized revenue budget will be updated

e Pending receivable Items will be created and later posted to the customer’s account when the
ARUpdate batch process is run. (For refunds, a job is also ran to update the AP module)

The invoice can then be sent to the customer requesting payment. The invoice will have a remittance stub that
can be detached and sent back along with payment for the item by the customer.

4 N
Create Bill (or Credit Bill)(BI)
e Set Bill Status to Ready
e
r - . .
Run Single Action Invoice (BI)
e Combines Several Jobs (Budget
Check, etc.)
¢ Prints Invoices
e Creates AR Pending Item
\
E
Run ARUpdate Process (AR)
* Creates Open item on Customer's
Account
. J

Errors can occur that prevent the invoices from being processed by the Single Action Invoice process. Queries
are available to check for invoice errors. You will need to correct the errors and rerun the Single Action Invoice
process.
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After completing this lesson, you should be able to:

e Explain at a high level how to process non-consolidated bills
¢ Run the Single Action Invoice Process

e Troubleshoot the Single Action Invoice Process

e Review Invoice Errors

e Correct Budget Check Errors

e Correct Staged Accounting Errors

e Reprint Invoices

Released October 26, 2016 (Version # 5)

Page 75



P
L

_}l""?f;) State of Minnesota
=21 'F;& |
Lot Statewice Integrated Financial Toois AR'BIZ _ B|”|ng Advanced

Running the Single Action Invoice Process

Topic Overview

After a bill is created, it will need to go through the Single Action Invoice process successfully. The Single Action
Invoice process combines a number of processes in a single job, eliminating the need to navigate to multiple
pages to set up the processing options for each of the processes listed below:

Finalize and Print: Pre-processes and finalizes specified bills, prints an invoice and loads information
to the extract tables

Currency Conversion: Processes multicurrency transactions (although Minnesota does not use
multiple currencies, this process must still be run)

Pre-Load: Performs functions to prepare preliminary accounting entry information for bills

Load GL Accounting Entries: Places billing accounting data (AR/Revenue or Expense account
entries) on export tables for subsequent processing by the General Ledger

Budget Check: (Comm. Cntrl. Budget Processor) Budget-checks entries and updates Revenue
Budget

Load AR Pending Items: Creates AR pending items which will be picked up by the ARUpdate
process that posts an open item to your customers’ accounts. (For refunds, a job is also ran to update
the AP module)

After completing this topic, you should be able to:

Run the Single Action Invoice Process
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Process Steps

This topic covers running the Single Action Invoice process.

Run the Single Action Invoice Process

e Step 1: Run the Single Action Invoice Process

e Step 2: Navigate to the Report Manager to View and Print the Invoices

Step 1: Run the Single Action Invoice Process

After a bill is created and the Status set to “RDY” (Ready) the Single Action Invoice process is run. Credit bills

must also have been approved.

Begin by navigating to the Single Action Invoice page.

1. Navigation Links: Billing, Generate Invoices, Non-Consolidated, Single Action Invoice.

2. Search for an existing Run Control ID or create a new Run Control ID. The Single Action Invoice page

appears.

" Single Action Invoice Brint Options

Run Control ID: Invoice_Processing ReportManager Process Monitor

Language:  English ~ @ Specified ) Recipient's

Seq Nbr: 1

@ Processing Date

*) User Defined

*Business Unit:

O AN @ Invoice ID :

) Bill Cycle © CustiD From Invoice:
) Date Bill Added ") Bill Type To Invoice:

_' Range 1D ) Bill Source

~) Public Voucher Number

Retum te Generate Invoices

(5l save | [oh ReturntoSearch | Previousinlist | 4 | MextinList |[=] Notify

Single Action Invoice | Print Options

.R32{’1 'Q-_ *Location mﬂ_'l::l.d

(00000218716

Run

Find | View Al Frst B 4074 T (aat

[+ [=]

00000218716

|-_.'|.Mld _‘;J lipd ateflispiay

Released October 26, 2016 (Version # 5)

Page 77



@f.’f"%ﬂam of Minnesata

“/SWIFT 3

AR-BI2 — Billing Advanced

3. Select the Single Action Invoice page options as described below:

Option

Description

Invoice Date

You can use the Invoice Date Option section to indicate the date that will
appear on the invoice.

Processing Date: The default selection is Processing Date. If you accept
this selection, SWIFT will use the date on which the Single Action Invoice
process is run as the invoice date as long as the invoice date field was
left blank when creating the bill during bill entry. If an invoice date is not
blank, this process will NOT override it with the processing date.

User Defined: You can select a different date by selecting the User
Defined option. When this option is selected, SWIFT displays a Date field.
You can use that field to indicate the date that should appear on the
Invoice.

Posting Action

WARNING! Make sure to select Batch Standard for the Posting Action
so that the pending items created by the Single Action Invoice process
will be posted to the customer's account the next time the ARUpdate
process runs without further action needed by you.

Range Selection

Typically, you will select the Invoice ID or All Range. Options include:
-All (all bills with status of RDY ready)

-Bill Cycle

-Date Bill Added

-Range ID (Not Used in MN)

-Public Voucher Number (Not Used in MN)

-Invoice ID

-Cust ID

-Bill Type

-Bill Source

*Business Unit

Accept the default Business Unit or click on the Lookup button to select
the Business Unit.

*Location ID

Enter the Location ID or click on the Lookup button to select the Location
ID.
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select multiple ranges. To do this:

number for the end of the range.

sure to delete the extra records.

Option Description
From Invoice Enter the starting Invoice ID.
(Invoice ID Range) It is possible to select more than one invoice that is not in a range, or

1. Enter the first invoice number in the From Invoice field and tab.
The To Invoice field automatically populates with the invoice
number you entered. Accept this number or enter the invoice

2. Click on the Add (+) button to add another record and repeat the
process described in step 1. Do this until you've entered records
for each invoices or range of invoices you want to process.

IMPORTANT! The next time you use this Run Control ID and you are
processing only one invoice or all invoices, you only need one record. Be

additional records.

To Invoice The invoice that you entered in the From Invoice automatically populates
(Invoice ID Range) in the To Invoice field when you tab. Enter a different invoice number if
applicable. See the instructions in the From Invoice field for adding

Note: You should not need to change any information on the Print Options tab.

4. Click on the yellow Bills To Be Processed icon at the top-right of the page to view bills that have been

selected to be processed given the criteria that you have entered.

WARNING! If no bills are listed, the criteria you selected didn't pick up on any bills that are in the “RDY”
(Ready) status or, if you are processing credit bills, the credit bills may not have been approved. You'll
need to revise your criteria and/or look up the bills to ensure that they are ready to be processed. (If you
are rerunning an invoice through the process after having corrected a budget check error, the invoice will
not appear on the Bills To Be Processed page since it is in “Invoiced” status, but it will still be processed.)

Favovrites Mainlﬂenu > Eilllng > Genemtg_lnvnices > NDn-Cnn&nIidatéd > Single Action Invoice

Bills To Be Processed

I
Bl Unit Invoice Status Customer Inv Layout Layout Type Bill To Media
R3201 00000218716 RDY T790100001 XMLPUB X Frint Copy

K

5. Click on the Return button to go back to the Single Action Invoice page.

6. Click the Save button.

7. Click on the Run button to start the processing. The Process Scheduler Request page appears.
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Favorites Main Menu > Biling > Generate Invoices > MNon-Consolidated > Single Action Invoice

Process Scheduler Request

UserID: 00637288 Run Control ID: Single_Action

Server Name: | hd Run Date: |04/28/2016 El
Recurrence: | V| Run Time: |11:53:404M | Resetto Current DatefTime

Time Zone: (&}

Select Description Process Hame Process Type Type *Format Distribution

Single Action wi Comm Cnil BIJOBO3K PSJob {Mone) (None) Distribution

[] Biling Jobs for PC BI_4_PC PSJob [(None) |[(None) | Distribution
0K Cancel

8. IMPORTANT! Make sure to select the Single Action w/Comm Cntl (BJOBO3K) process.
9. Click the OK button and you will be returned to the Single Action Invoice page.

10. Make note of the Process Instance number listed below the Process Monitor link.

11. Click on the Process Monitor link. The Process List page displays.

12. In the Name column, click on the BIJOBO3K link for the Single Action Invoice process that you ran.
Note: It is a best practice to click on the process link to Refresh rather than remaining on this page. That

way, if there are Warnings, you will see which job has the problem.

Fa\rc;rites MainvMenu > PeopleTools > Process Scheduler » Process Monitor

View Process Request For

L,E'New‘.".findow @Help E{*

User ID: [FISCH20 @, Type: - Last - | 1 Days - Refresh
Server: ~ HName: @, Instance:| to |

Run ~ Distribution - Save On Refresh

Status: Status:

# First Kl 12012 0 Last

Customize | Find | View 1| B

Process . Distribution .
Select Instance Seq. Process Type Bame User Run Date/Time Run Status Tan Details
11158503 P3Job BIIOBO3K FISCH20 07/21/2014 10:45:36AM CDT Success Posted Details
11158481 PSJob BIJOBO3K FISCH20 07/21/2014 9:34:29AM CDT Success Posted Details
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13. At the Process Detail page, view whether the process was successful. You can click on the Refresh
button to refresh the page.

e You can click on each of the process links, and then click on the Message Log link on the Process
Detalil page to view information about the success of the job. Some of the processes have subpages
which include the detailed information about the job. The message for the BILDARO1 process
(second from the bottom) contains the Group ID for the process. It is helpful to know the Group ID if
you want to view the AR Pending Items that have been created or if the “Batch Standard” posting
action was not selected on the SAIP and needs to be set in the Accounts Receivable module.

Note: you can optionally print the “Load AR Pending Items” report by clicking on the BILDARO1
Success process link, View Log/Trace link, and the BILDARO1XXXXX.pdf. (See a picture of this
report in Step 2, No. 4 of this topic.)

e |If the process was successful, proceed to the next step.

Favorites © Main Menu > PeopleTools > Process Scheduler > Process Monitor
- - - >

Process Detail

Process Name: BIJOBO3K

Main Job Instance: 11158481
Left | Right

& 11158481 - BIJOBO3K Success
& 11153482 - BIVC000 Success
T 11153483 - Bl IVCEXT Success
B 11158490 - BIXPJOO Success
D.L: 11158491 - BICP.J00 Success
11158484 - BICURCMV Success
11158485 - BIPRELD Success
11158486 - BILDGLOT Success
11158487 -FS BP Success
11158488 - BIl DAROT Success
11158489 - BIGNAPQ1 Success

RRORRRE

Return

o If one of the processes was not successful, refer to the topic listed in the following table.
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Favorites : Main Menu > Biling > Generate Invoices > Non-Consolidated > Single Action Invoice

Process Detail

Process Name: BIJOBO3K Refresh

Main Job Instance: 11432649

-FS BP Warning I
- BILDARO1 Pending
57 - BIGNAPO1 Pending

Return

Process in Error/Warning | Topic

BIPRELD — Pre-Load Refer to the “Correcting Staged Accounting Errors” topic.
BILDGLO1 — Load GL Refer to the “Correcting Staged Accounting Errors” topic.

FS BP — Budget Check Refer to the “Correcting Budget Check Errors” topic.

Other Refer to the “Troubleshooting Single Action Invoice Process” topic.

WARNING: It is possible to have a successful job but the invoice or receivable is not created. This can
happen when you select to process a bill that has not been updated to a Status of “RDY” (Ready) or when
you forget to select the “Batch Standard” Posting Action. It can also happen when a credit invoice has not
been properly approved yet. These and other issues are discussed in the Troubleshooting Single Action
Invoice Process topic.

Step 2: Navigate to the Report Manager to View and Print the Invoices

After ensuring that the process was successful, you can now view and print the invoices from the Report
Manager, Administration tab.
1. Begin by navigating to the Report Manager page:
e From the Process Detail page for the Single Action Invoice:
a. Click on the Return button to return to the Process List page.
b. Click on the Go back to Single Action Invoice link.
c. Click on the Report Manager link and select the Administration tab
e From the Single Action Invoice page, click on the Report Manager link, Administration tab.

e From the Main Menu: Report Manager, Administration tab.
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Favr.lrites Mamvl'v'lenu » Reporting Tools > Report Manager

= New Window @ Help E.) g

List || Explorer |[EGLIME =88 Archives

Viiew Reports For
User ID: FISCH20 Type: - Last * | 1 Days - ~ Refresh
Status: . - Folder: [ * Instance: | to: |

| Report rcs e Request 5
| Select D _!nstance Description DateiTime Format Status Details
& 10137165 11158514 BI PRNXPNO1-BI PRNXPNO1pdr |or2 /2014 —Acobat 'no i Details

10:47:18AM  (*pdf)

2. Onthe Administration tab, click on the BI_PRNXPNO1 — Bl _PRNXPNO1.pdf link in the Description
column for the Single Action Invoice process instance that you ran. The PDF file displays in a new
window.

3. Print the PDF file as you would normally and close the window when finished.
Note: Invoices with a XML format can also be printed from the Bill Summary page. (See the Reprint
Invoices topic for instructions.)

R3201

State of Minnesota

Customer No: TTe0100001 Bill To:
Payment Tems: Due in 30
Due Date: August 20, 2014 TRANSPORTATION DEPT
Invoice: 00000218718 305 JOHN IRELAND BLVD
Invoice Date: July 21, 2014 ST PAUL MN 55155
From Date: To Date:
Purchase Order:
Page: 101
AMOUNT DUE: 32,500.00

For billing questions, please call 851.757-2182

Orignal
Line | identitier | Deseription 1 ity | UOM Unit Amt et Amount
1 1.0 32.500.00 32.500.00

Subtotal: — 3250000

Amount Due: 32,500.00
Bill To:
TRANSPORTATION DEFT Customer No: T70100001
208 JOSHI?IRELA.'?ID BEVD Payment Terms: Due in 30
ST PAUL MN 55155 Due Date: August 20, 2014
Address Change? If yes, Check box.
Write correct address on back, -
Amount Due: 32,500.00
Please Remit To:
MINNESOTA POLLUTION CONTROL
Fiscal Services Amount Remitted

520 Lafayette Road North
St Paul MN 551553194
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IMPORTANT! Although the invoice has been created, it has not been posted to the customer’s account yet. If you
selected the “Batch Standard” Posting Action on the Single Action Invoice page, an AR Pending Item will be
created and the invoice will be posted to your customer’s account when the ARUpdate process runs in batch

several times during the day.

To view whether an AR Pending Item was created, navigate to: Billing, Review Billing Information, AR Pending
Items, and view the search results. It is useful to search by the AR Pending Item Group ID at this search page.
The Group ID is listed in the message of the “BLDARO1-Load AR Pending Items” SAIP process, and it is also

listed on the Load AR Pending Items Report discussed in next step.

If the process did not run successfully or you notice that an invoice has not posted to your customer’s account in
AR, refer to the “Troubleshooting Single Action Invoice Process” topic for assistance.

4. Optionally, click on the Load AR Pending Items link in the Description column for the process you ran to
print the Load AR Pending Items Report.

List Explorer Archives
User ID: Type: = Last - 1 Days Refresh
Status: Folder: ~ Instance: to:
B8 i T 2]
Report Prcs Request
Select 0 Instance  Description DateTime  Format Status  Details
VBN Lvpnng nae | 10/15/2014  Acrobat s
11008542 12114192 Bl PRNXPN01-BI PRNXPNOLDdf ooz (pdn Posted Deta
11008512 12114194 CRYSTAL - Invoice I:“;?;f‘ Posted  Detail
e Text
11008511 12114193 Invoice Bursting Program 10."1_‘"20‘” Files Posted Detail
9:50:17AM ()
10/15/2014  Acrobat
500 91 Generat Nt
11008509 12114191 Generate 9'50-17AM (* paf) Posted Detail
o 10/15/2014  Acrobat _
11008508 1211-11E'U|Lx3.. AR Pending ltems I Q50A7AM | (*.pdf) Posted  Detail

Once again, the pdf of the report displays in a new window. Print the PDF file as you would normally and
close the window when finished.

Having completed this topic, you should now be able to:

e Run the Single Action Invoice Process

¢ Navigate to the Report Manager to View and Print the Invoices
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Troubleshooting Single Action Invoice Process

Topic Overview

If the Single Action Invoice process did not run successfully there are queries that can be run to help identify the
problem.

If you notice that an invoice has not posted to your customer’s account in AR as expected, the Bill Summary
pages for the invoice are a good place to check on the status of the processes and identify the steps to resolve
the issue.

The issue may be as simple as forgetting to change the invoice Status from “NEW” to “RDY” (Ready). In this
case, you would change the Status and rerun the Single Action Invoice process for the invoice. If an invoice failed
the budget check process, you'll need to correct the Revenue ChartField entries following the instructions in the
“Correcting Budget Check Errors” topic. Sometimes, there is a processing error while the Single Action Invoice
process is being run and the process just needs to be rerun.

After completing this topic, you should be able to:

e Troubleshoot Single Action Invoice process
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Process Steps

Troubleshoot Single Action Invoice Process

This topic will briefly cover troubleshooting the Single Action Invoice process by viewing the Bill Summary pages
for the invoice.

Steps to complete:

e Step 1: Check the Bill Summary pages for the Invoice
Step 1. Check the Bill Summary pages for the Invoice

If you notice that an invoice has not posted to your customer’s account in AR as expected, the Bill Summary
pages for the invoice are a good place to check on the status of the processes and identify the steps to resolve
the issue. The status of each individual job that is ran by the Single Action Invoice process can be viewed from
these pages, as well as the Approval Status and other indicators of the problem.

1. Navigation Links: Billing, Review Billing Information, Summary.

2. Atthe Bill Summary page, verify the Business Unit, enter the Invoice number and click on the Search
button.

3. Click on the Invoice number in the Search Results section. The Bill Summary Info page appears.

Favorites . Main Menu > Biling » Review Biling Information > Summary
L.El Mew Window
\ | Bill Summary Info 2
Unit: R3201  Invoice: 00000222782 Invoice Date: 08M12/2014 o
Gross Extended Amount: 30,000.00 Customer: T790100001 TRAMNSPORTATION DEPT
Total Discounts: 0.00 Invoice Type: Regular
Total Surcharges: 0.00 Bill Type: MSC Miscellaneaus
Bill Source: ONLINE Online Bill Entry
Total VAT Amount: 0.00 Bill Status: NV
Total Taxes: 0.00 Template: No
Total Invoice Amount: 30,000.00 C-onsol Har. Mo
Forward Bal: 0.00 Bill By ID:
Paid Amount: 0.00 Invoice Media: Print Copy
Due Date: 09/11/2014
Total Due: .
otal Due 30.000.00 USD' pate gin addea: 08/12/2014 1:38PM
View Invoice Image
Goto: Header Info 1 Address Copy Address Motes
Bill Search Line Search

4. Make sure that the Status of the Invoice was set to “RDY” (Ready) before running the process. If the
Single Action Invoice process was run and the Status was still “NEW”, the invoice would not be
processed but the Process Monitor would show that the process was successful.

In the example above, the Status is “INV” (Invoiced) so this was not the problem.
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Problem

Description/Resolution

Invoice Status Not
Changed to RDY

Navigate to the Header Info 1 page, verify that the invoice is ready to be
processed, change the Status from “NEW” to “RDY” (Ready) and Save,
and then rerun the Single Action Invoice process.

5. Next, click on the Bill Summary Info 2 tab to view other status indicators as described below.

Bill Summary Info

Unit; R3201 Invoice:

GL Level:

AR Level:

AR Option:

Pre-Load Status:
Budget Check Status:
Approval Status:

Attach Invoice Image

VAT Defaults Applied
Invoice Printed

FEI‘."I:Ivr'rtES Main‘rﬂenu » Biling > Review Biling Information > Summary
- -

00000222782

Bl Creates GL Acct Entries
Bill Line is AR Cpen ltem
Use Line for Distribution
Done

Error

Mot Required

GL Entries Created
AR Pending Iltem Created

EDI Sent
Currency Converted
Email Sent
Go Header Info 1 Address Motes
to:
Bill Search Line Search
Status Description/Resolution

Pre-Load Status

The status is initially “Pending” and will change to “Done” if the Single
Action Invoice process (“SAIP”) had run the job successfully. If the status
indicates “Combo Edit Error”, the process most likely encountered a
“Staged Accounting” error. Refer to the “Correcting Staged Accounting
Errors” topic for instructions.

Budget Check
Status

If the Budget Check Status indicates “Error”, refer to the “Correcting
Budget Check Errors” topic for assistance. This is one of the most
common reasons for failure. If the job was successful, the status would
indicate “Valid”.
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Status Description/Resolution

Approval Status All credit bills require approval. The SAIP will not pick up on a credit bill
that has not been approved.

If the Status indicates “Required”, the approval was not requested. You'll
need to navigate to the Header Info — 1 page for the bill and request
approval.

If the approval is required and the Status indicates “Pending” you'll need
to bring this to the attention of your supervisor.

After the bill has been approved, rerun the SAIP for the invoice.

Invoice Printed If this is checked, the job was run successfully by the SAIP.

Currency Converted | If this is checked, the job was run successfully by the SAIP.

GL Entries Created If this is checked, the job was run successfully by the SAIP. Like the
Preload, Staged Accounting Errors can occur at this point. Refer to the
“Correcting Staged Accounting Errors” topic for instructions.

AR Pending Items If this is checked, the job was run successfully by the SAIP.
Created

Favorites © Main Menu > Biling » Review Biling Inforrmation > Summary

Bill Summary Info

Unit: R3201 Invoice: 00000222782
GL Level: Bl Creates GL Acct Entries
AR Level: Bill Line is AR Open ltem
AR Option: Use Line for Distribution
Pre-Load 5tatus: Dane
Budget Check Status: Error
Approval Status: Mot Required

Attach Invoice Image

VAT Defaults Applied GL Entries Created

Invoice Printed AR Pending ltem Created

EDI Sent

Currency Converted

Email Sent
Go Header Info 1 Address Motes
to:
Bill Search Line Search
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If you can't identify a problem by reviewing the Bill Summary pages, there are a couple of other issues to

consider:

Problem

Description/Resolution

Batch Standard not
Selected

If you forgot to change the Posting Action to “Batch Standard” when you
ran the Single Action Invoice process, all of the jobs can run successfully
but the invoice will not post to the customer’s account in AR. This can be
confirmed and fixed in AR by staff that has the appropriate system role.
(Refer to the “Setting Pending Items to Post” topic in the Accounts
Receivable User Guide.)

Customer Inactive or
Effective Date Later
than Invoice Date

Invoices can’t be processed for customers that have been made inactive
or for Customers whose Effective Date is later than the Invoice Date.
Either the Invoice Date or the Customer record will need to be revised.
This error would be viewable from the Review Invoice Errors search
results page described in the Reviewing Invoice Error Queries topic.

Processing Error

It may be that the Single Action Invoice process ran into a processing
error and just needs to be rerun. You would rerun the Single Action
Invoice process, making sure that it completes successfully. Refer to the
“Running the Single Invoice Process” topic for assistance.

If you can’t identify the problem, contact the SWIFT Help Desk for assistance. Be ready to provide helpful
information, such as the Invoice number or Process Instance Number for the Single Action Invoice process you

ran.

Having completed this topic, you should now be able to:

e Troubleshoot Single Action Invoice process
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Reviewing Invoice Error Queries

Topic Overview

On a daily basis, you should run queries to check for invoice errors that occurred during the Single Action Invoice
process. Certain types of errors will be detected while the Single Action Invoice process is run and the invoices
with errors will be omitted from further processing and be reported in these queries. The Single Action Invoice
process will continue to process the invoices with no errors.

You can run the queries to check for:

e Invoices in error status
¢ Invoices that may not have been printed

After reviewing the queries, you'll need to research the cause of the errors, correct the errors, and rerun the
Single Action Invoice process.

There are some issues that will not be reported by the queries discussed in this topic, including Budget Check
and Staged Accounting errors. For more information, refer to the below topics:

Troubleshooting Single Action Invoice Process

Correcting Budget Check Errors

Correcting Staged Accounting Errors

After completing this topic, you should be able to:

e Review Invoice Errors

Released October 26, 2016 (Version # 5)

Page 90



State of Minnesaota

)

=/SWIFT >

AR-BI2 — Billing Advanced

Process Steps
Review Invoice Errors Queries
Queries should be run daily to review bill processing errors.

Steps to complete:

e Option 1: Review Invoice Errors Search Results

e Option 2: Run Queries to View Invoice Errors and Invoices not Printed
Option 1: Review Invoice Errors Search Results
Begin by navigating to the View Errors by Invoice search page.

1. Navigation Links: Billing, Review Processing Results, Review Invoice Errors.

2. Atthe View Error by Invoice search page, verify the Business Unit and click on the Search button to view
invoices with errors for the selected Business Unit.

Fa\rovr'rtes Main_Menu » Biling » Review Processing Results > Review Invoice Errors
- =

View Error by Invoice

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

Maximum number of rows to return (up to 300). |300

Business Unit: = ~ B4201 Q@

Invoice: begins with

Error Status: = - -
Search Clear |Basic Search [gf Save Search Criteria

Search Results

View All First El| 1-4 of 4 I3 Last
Business Unit Invoice Error Status
B4201 ABRO09E726] BillTo Ina
B4201 ABRO1002111BillTo Ina
B4201 PE000597171 BillTo Ina
B4201 PEOOQGOY 70l BillTo Ina

3. Alist of invoices with processing errors will be displayed. Click on the Invoice link and the Review Invoice
Errors page displays listing the invoice error.
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Favu:uvrites MainvMenu > Biling > Review Processing Results > Review Invoice Errors
Review Invoice Errors
Unit: B4201 Invoice: ABROO98726!
Invoice Error: Missing active Bill To Address
- 4] b ]
Sequence Error Statuzs  Error Description Last Update
[5] save =[St Returnto Search 45| MextinList |[Z] Motify

Two common errors that occur include:

a. Missing active Bill To Address: This error usually means that the Invoice Date is prior to the
effective date of the customer record or the customer record is inactive.

b. Payment Due Date required: This error usually means that the Pay Term has been omitted or is
inactive.

Option 2: Run Queries to View Invoice Errors and Invoices not Printed
Begin by navigating to the Query Viewer page.

1. Navigation Links: Report Tools, Query, Query Viewer.
2. Enter your search criteria: Search by Query Name, begins with: “MN_BI_INVOICE".

3. Click on the Search button. Three queries display in the Search Results listing.
Tip: Click on the Add to Favorite link to add these queries to your My Favorites Queries listing so you

won’t have to search for them again.
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Favorites : Main Menu > Reporting Tools > Query » Query Viewer
- - - -

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.
*Search By:  Query Name R begins with MN_BI_INVOICE

Search | Advanced Search

Search Results

*Folder View: — All Folders — -
I )]
S Runto Runto Runto Add to
Query Name Description Owner Folder HTML Excel XML Schedule e
MM_BI_INVOICE_ERROR Invoices in Error Status Public HTWML Excel XML Schedule Favorite
MN_BI_INVOICE_NOT_PRINTED MN_BI_INVOICE_NOT_PRINTED |Public HTML |Excel XML |Schedule |Favorite
MN_BI_INVOICE_NOT_PRINTED_XCAMN MN_BI_INVOICE_NOT_PRINTED  Public HTML Excel XML  Schedule Favorite

You should see the following queries:

Query Name Description

MN_BI_INVOICE_ERROR Produces a list of invoices with errors by Business Unit. This
listing will produce the same results as the Review Invoice
Errors search described in Option 1; however, you can
download the results in Excel using the query.

MN_BI_INVOICE_NOT_PRINTED Produces a list of invoices which may not have been printed.

MN_BI_INVOICE_NOT_PRINTED__ | Produces a list of invoices which may not have been printed,
XCAN excluding invoices in “Canceled” status.

4. Inthe Search Results listing, click on the Excel link for one of the queries. A new tab opens to run the
query.
5. Enter the Business Unit at the prompt.

6. Press the View Results button.

7. A prompt appears asking what you want to do with the Excel file. Open the Excel file to view the interface
errors. Select Open to view the Excel file.

‘Windows Internet Explorer L ||

What do you want to do with quxls?

Size: 5.50 KB
Type: Microsoft Excel 2003
From: fms.swift.state.mn.us

< Open

The file won't be saved automatically.
< Save

< Saveas

Cancel
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The Invoice in Error Status (MN_BI_INVOICE_ERROR) Excel file provides a listing of invoices that have errors
that need to be corrected. Informational fields include Business Unit, Invoice Number, Bill To, Err Status,
Instance, and Status.

@ [Read-Only] [Compatibility Mode] = = 3
A B C D E F G HE
1 [invoic 65
2 [unit [invoice [Bin To [Err Status [Instance  [status |
3 B4201 ABRO09ETZGI 'D000017319 Missing active Eill To Address 0 RDY

The Invoice Not Printed (MN_BI_INVOICE_NOT_PRINTED) Excel file provides a listing of invoices that may not
have been printed. Informational fields include Business Unit, Contract, Invoice Number, Source, Status, Bill
Type, Template Indicator, Invoice Amount, and Date.

\Zﬂ [Read-Only] [Compatibility Mode] = = 23
A B c D E F G H I =

1 [MN_BI_INVOICE_NOT_PRINTED | 37

2 [Unit Contract [iInvoice [Source  |status [Bill Type [Template |inv Amt [Date |

3 R3201 ‘00000030250  ONLINE ~ CAN  MSC N 1680.000 9/14/2011

4 R3201 0000060355  ONLINE ~ CAN  MSC N 119.550 2/16/2012

5 R3201 0000090655  ONLINE ~ CAN  MSC N 62.600 8/9/2012

6 R3201 0000090737  ONLINE ~ CAN  MSC N 52.850 8/9/2012

7 R3201 0000094478 ONLINE ~ CAN  MSC N 0.000

& R3201 ‘0000095067  ONLINE ~ CAN  MSC N 187.700 8/30/2012 |

9 R3201 0000097628  ONLINE ~ RDY  MSC N -187.500 3

The Invoice Not Printed Excluding Canceled (MN_BI_INVOICE_NOT_PRINTED_XCAN) Excel file provides a
listing of invoices that may not have been printed, excluding canceled invoices. Informational fields include
Business Unit, Contract, Invoice Number, Source, Status, Bill Type, Template Indicator, Invoice Amount, and
Date.

IZ_I] [Read-Only] [Compatibility Mode]

A B T D E F G H
1 [MN_BI_INVOICE_NOT_PRINTED | 12
2 |unit Contract [Invoice |[source |status il Type [Template Jinv Amt |Date |
3 [R3201 '00000097628  ONLINE RDY  MSC N -187.500
4 |R3201 00000098743 ONLINE RDY  MSC N 15.250  3/6/2014
5 |R3201 00000102255  ONLINE RDY  MSC N -215.010 10/4/2012
6 |R3201 00000113272 ONLINE RDY  MSC N -812.500  3/6/2014
7 |R3201 ‘00000119528 RDY  MSC N -2231.530
8 |R3201 00000133116 ONLINE RDY  MSC N -25.000  4/8/2013
9 |R3201 "00000133128 RDY  MSC N -317.130
10 |R3201 "00000146457 RDY  MSC N -465.000
11 |R3201 "00000168123 RDY  MSC N -1240.000
12 |R3201 00000214293 ONLINE NEW  MSC N 2000.000 6/26/2014
13 |R3201 00000217190 ONLINE NEW  MSC N 372.150 7/10/2014
14 |R3201 4400112930 RDY  MSC N 0.000 2/12/2014

Having completed this topic, you should now be able to:

e Run queries to review invoice errors
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Correcting Budget Check Errors

Topic Overview

When the Single Action Invoice Process (SAIP) encounters a budget check error, a “Warning” for the FS BP
process will display on the Process Detail page for the SAIP process you are running. This error halts further

processing of all invoices being processed in the SAIP job.

Process Detail

Process Name:

Main Job Instance:

Left | Right

11432650 -
11432651

[0

BIJOBO3K

11432640

B 11432649 - BIIOBO3K Warning

VCO00 Success

- Bl WCEXT Success

+

i

+

- BIXPJ0OO Success
- BICP.J00 Success
- BICURCMNV Success

- BIPRELD Success

-BILDGLO1 Success

FS BP Warninc

- BILDARO1 Pending

MORRAR:R

57 - BIGMAPQ1 Pending

Return

Favorites - Main Menu > Biing » Generate Invoices > Mon-Consolidated > Single Action Invoice

Refresh

You will need to navigate to the Commitment Control module to view and fix the error. Common reasons for
budget check errors are discussed in this topic. You may need to do some research and consult with your budget

coordinator to understand what is wrong.

After you have corrected the error, you'll need to rerun the SAIP process again using the same parameters so

that you finish processing all of the bills.
After completing this topic, you should be able to:

e Correct Budget Check Errors
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Process Steps

Correct Budget Check Errors

In this topic, you will learn to correct a Budget Check Error that caused accounting entries to fail budget checking
during the Single Action Invoice process.

Steps to complete:

e Step 1: View the Budget Check Warning on the Single Action Invoice Process Detail page
e Step 2: View and Correct Budget Check Errors

e Step 3: Rerun the Single Action Invoice Process
Step 1: View the Budget Check Warning on the Single Action Invoice Process Detail page

If you have a Budget Check error, you will see a “Warning” message on the FS_BP job when looking at the
Process Detail page of the Single Action Invoice process that you ran.

Fa\fuvr'rtes MainvMenu » Biling > Generate Invoices > Mon-Consolidated » Single Action Invoice

Process Detail

Process Name: BIJOBO3K Refresh

Main Job Instance: 11432549
Left | Right

& 11432649 - BIJOBO3K Warning
11432650 - BIVCO00 Success
11432651 - Bl IWCEXT Success
Dif 11432658 - BIXPJ0O Success
11432659 - BICP.J00 Success
11432652 - BICURCNV Success

3

A

[

11432653 - BIPRELD Success
11432 - BILDGLO1 Success
11432655 - FS BP Warning

11432656 - BILDAROY Pending
11432657 - BIGNAPD1 Pending

HRERRRE

Return

Step 2: View and Correct Budget Check Error

To resolve this error, begin by navigating to the Billing Invoice page for Revenue Budget Exceptions in the
Commitment Control module.

1. Navigation Links: Commitment Control, Review Budget Check Exceptions, Revenues, Billing Invoice
2. On the Billing Invoice search page, verify the Business Unit and enter the Invoice ID to check.

3. Click the Search button. The Billing Invoice Exceptions page displays.

Released October 26, 2016 (Version # 5)

Page 96



State of Minnesaota

SWIFT >

st e AR-BI2 — Billing Advanced

Favorites © Main Menu > Commitment Control > Review Budget gheck Exceptions > Revenues > Biling Invoice

Billing Invoice Exceptions Line Exceptions

7 New Window

Business Unit: R3201 Invoice: 00000222784 = Accounting Date: 08/13/2014
*Exception Type: Error - Override Transaction Li ] R

Maximum Rows: 100 More Budgets Exist

Search | Advanced Budget Criteria
Budgets with Exceptions Customize | Find | View 20| B | 88 Frst Bl g o4 O Last
. Business . . Override
Details - Ledger Group Exception More Detail Budget Transfer
1 @l MMO01 KK_REVEMUE Mo Budget Exists More Detail GoTo El

: Save |§\f‘ RetumtnSearch: EI Nntlfy

Billing Invoice Exceptions | Line Exceptions

4. Onthe Budget Override tab in the Budgets with Exceptions section, view the Exception field

information. In this instance, “No Budget Exists” is displayed. You will need to do some research to
determine the problem. This may include contacting staff in your agency such as a budget coordinator.

This error message most often indicates:

e Budget has not been set up

e Budget is set up, but the ChartField information entered is not correct (most commonly-

Approp ID)

e Budget Date may not have been coded to the correct budget period

5. Click on the Red Arrow next to the Invoice ID in the page header. The Revenue tab of the Correct

Budget Check Errors pages displays. This is where you will correct the budget check error.

Favorites Main Menu > Bwlling > Mamtgin Bils » Correct Budget Check Errors
ElNewwindow (P Help [H
|| Acctg Entries Summary Line |MEECAICEE | DisciSurc 1U Expense Statistics

[=E]

Unit: R3201 Bill To: T790100001 Invoice Amt: 30,000.00 UsSD

Invoice: 00000222734 TRANSPORTATION DEPT

Find | View A1 Frat S gof1 L asr

Seq: 1 Line: | Net Extended: 30,000.00

Identifier: Description: Interagency Agreement

I— S -
Customize | Find | View o0 B | 88 riat Bl g opq 1 Laa

“Accounting A Mizcelaneous Reference Information

Seq  RevSeq BudgetDate  Code Fund FinDeptid  Appropld  Account Sub Acct é‘:ﬂ 22:{1 ‘25:'{2 Project
1 1 il @, (20013, |R3210000®, [R32a1003, (511002@, [ e [ ey @, @,
< | 1 I

dppipGonesionem)  coto: Bill Line Inquiry Budget Check

[l save | [&t Returnto Search | =] Notify |

Acctg Entries Summary | Line | Revenue | Disc/Surc | IU Expense | Statistics

Released October 26, 2016 (Version # 5)

Page 97



State of Minnesaota

SWIFT >

Statewice Integrated Financial Toois

AR-BI2 — Billing Advanced

6. Correct the applicable ChartField entries. In this case, an incorrect Approp ID was entered.
7. Click the Apply Correction button. The Acctg Entries Summary page appears and the fields are blank.
8. Click the Save button.

Favgites MainvMenu > Bi\llng > Maini];in Bils » Correct Budget Check Errors

Unit:
Invoice:

@Save

Seq: Line: NHet Extended: 0.00
Identifier: Description:
| Transaction Amount! Discount: charge Reference Information
: : Sub sw Agcy Agcy : : |
GL Unit Budget Date Type Fund Fin DeptiD ApproplD Account P Cost Cost1 Couts Project Affil Fu
< 1 v
ARplnCoperion e Coto: Bill Line Inquiry Budaet Check

Return to Maintain Bills

LE MNew Window @ Help E,/

R3201 Bill To: T790100001 Invoice Amt: 30,000.00 UsSD &

00000222754 TRANSPORTATION DEPT

Find] View Al Fret K14 or4 B [ss

[ZF Return to Search | |[=7] Notify

Step 3:

Rerun the Single Action Invoice process

After correcting the budget check error, you'll need to rerun the Single Action Invoice process. Refer to the
“Running Single Action Invoice Process” Topic in this manual for detailed instructions.

Note: If you originally ran the Single Action Invoice process for multiple invoices and one of the invoices failed the
budget check, the process halts for all of the invoices. After correcting the budget check error, you can rerun the
Single Action Invoice process with the same criteria as the original job to finish processing all the invoices. The
Invoices will not display on the Bills to be Processed page since they already are in “Invoiced” Status. This is OK;
the invoices will still be processed.

Having completed this topic, you should now be able to:

Correct Budget Check Errors
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Correcting Staged Accounting Errors

Topic Overview

The Correct Staged Accounting Errors page is used to correct accounting entry errors other than budget check
errors. The most common Staged Accounting error is that a bill contains a Project ID that has been closed or is
incorrect. These Warnings need to be corrected and the Single Action Invoice process rerun.

Staged Accounting errors are detected while the Single Action Invoice process is being run. Warnings typically
appear during the Pre-Load or Load GL (Create Accounting Entries) processes and will display on the Process
Detail page for the Single Action Invoice process. The Message Log for the process will most likely indicate that a
bill contains a “Combo Edit” error and the Bill Summary Info 2 page for the bill with errors will also indicate a
Combo Edit error in the Pre-Load Status.

Fa'.rovr.-:es Main l-henu Billing > Review Bilng Information » Summary

Bill Summary Info Sl Sumn

Unit: T7901 Invoice: 00000230840

GL Level: Bl Creates GL Acct Entries

AR Level: Bill Line is AR Open ltem

AR Option: Use Line for Distribution

Pre-Load Status: ComboEdit Error

Budget Check Status: Mot Budget Checked

Approval Status: Mot Required
Attach Invoice Image
VAT Defaults Applied GL Entries Created
Invoice Printed AR Pending ltem Created
EDI Sent
Currency Converted
Email Sent

=0 Header ir i Addre A e Jote

You will use the Correct Staged Accounting Errors page to review accounting entry information for the invoice.
You'll need to research the cause of the error which may require contacting other staff in your agency. If
accounting information needs to be changed, you will use the Acctg — Rev Distribution page to correct the error. If
a project needs to be re-opened (activated), staff with access to the Project Costing module will need to assist.

After completing this topic, you should be able to:

e Correct Staged Accounting Errors
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Process Steps

Correct Staged Accounting Errors

In this topic, you will learn to correct a Staged Accounting Error that caused accounting entries to fail during the
Single Action Invoice process. The most common Staged Accounting error is that a bill contains a Project ID that
has been closed. This error is used as the example in this topic.

Steps to complete:

e Step 1: View the Warning on the Single Action Invoice Process Detail page
e Step 2: View the Correct Staged Accounting Errors page and Research the Issue

e Step 3: Correct the Error and Rerun the Single Action Invoice Process
Step 1: View the Warning on the Single Action Invoice Process Detail page

If you have a Staged Accounting error, you will most likely see a “Warning” message on the BIPRELD (Pre-Load)
or BILDGLO1 (Load GL — Create Accounting Entries) jobs when looking at the Process Detail page of the Single

Action Invoice process that you ran. The Message Log for the process will most likely indicate that a bill contains
a “Combo Edit” error and the Bill Summary Info 2 page for the bill with errors will also indicate a Combo Edit error
in the Pre-Load Status.

Favorites = Main Menu > Biling > Generate Invoices > MNon-Consolidated > Single Action Invoice

Process Detail

Process Name: BIJOBO3K

Main Job Instance: 11794654

B 197

D 11794662 - BIG
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Step 2: View the Correct Staged Accounting Errors page and Research the Issue
To view the Staged Accounting Errors, begin by navigating to the Correct Staged Acctg Errors page.

1. Navigation Links: Billing, Maintain Bills, Correct Staged Acctg Errors.
2. Onthe Staged Acctg Errors Correction search page, verify the Business Unit.

3. Click the Search button. The search results listing displays.

Fa\rtyites Mainlv'lenu 3 BiIIivng > Maint]vin Bils » Correct Staged Acctg Errors

Staged Acctg Errors Correction

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

Find an Existing Value

Maximum number of rows to return (up to 300); |300

Business Unit: = (e Q,
Invoice: begins with - |UUUUUESUS4U Q
Search Clear :Elasic Search [gF Save Search Criteria

Search Results
View All  First [4] 1ef1 [p] Last

Business Unit Invoice
17901 00000230840

4. Click on the Invoice link. The Staged AE Summary page appears.

Favorites . Main Menu > Bi\l@g b3 Mainmvin Bils : Correct Staged Acctg Errors

E New W
Staged AE Summary
) ! B8
Unit: T7901 Bill To: 0000000001 Invoice Amt: 500.00 UsSD
Invoice: 00000230840 KELLOGG ANGELA
Display Lines with Errors Only
Bill Line Find | view Al First K 4 or4 I L ast
Seq: 1 Line: 1 Net Extended: 500.00
ldentifier: MISC_BILLING Description: Misc_Billing
Accounting Entries Customize | Find | view A1 |8 | First E 42012 I Last
Transaction Amounts Discounts/Surcharge Reference Information
. - Sub swW Agcy Agcy

Error Status  GL Unit  Acctg Date Type Fund Fin DeptiD ApproplD Account Acet Cost Cost1 Cost2 Project
Chartfield A t

Combo Edit |MNDO1 | 09/6/2014 cooums o700 17910100 T790058 120001 TRWSP2506

Receivable

Error

Chartild Recognized

Combo Edit  |MNO01  |09/M16/2014 g 2700 T7910100 T790058 511201 TRWSP2506

Revenue
Error
4 n L3
gy ome o Goto: Bill Line Inquiry ~More v

. Save | EI‘ Return to Search | .El Nutify.
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Edit Error” is displayed. This error message most often indicates:
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e Projectis closed
e Project ID is incorrect

You'll need to research the cause of the error which most likely will require contacting other staff in your

agency.
Fa\fnvrrtes Ma\njﬂenu > Bilng > Maintain Bils > Correct Staged Acctg Errors
I New W]
B3
Unit: T7901 Bill To: 0000000001 Invoice Amt: 500.00 USD
Invoice: 00000230240 KELLOGG ANGELA
V| Display Lines with Errors Only
Seq: 1 Line: 1 Net Extended: 500.00
Identifier: MISC_BILLING Description: Misc_Billing
o L 0
Transaction Amounts Discounts/Surcharge Reference Information

Error Status  GL Unit  Acctg Date Type Fund Fin DeptiD ApproplD Account :ﬁ:‘ [Sjlfst 252’1 233; Project
SELED Accounts

Combo Edit |MNOO1  09/16/2014 F 2700 T7910100 T790058 120001 TRWSP2508

Receivable

Error

Chartfield Recognized

Combo Edit | |MNOD1  09/16/2014 H;‘ ‘;gu:’“ 2700 T7910100 T790058 511201 TRWSP2508
Error s

< T 3
Apply Carrection Goto: Bill Line Inguiry -More h

5} save | [Sh Returnto Search | [ Notify

Step 3: Correct the Error

As previously discussed, staged accounting errors most likely result from the project being closed or being
incorrect. Instructions for correcting the error for each scenario follow.

Scenario 1: If the Project was Inactivated/Closed

If a project needs to be re-opened (activated), staff with access to the Project Costing module will need to re-open
(activate) the project and you'll need to navigate back to the Staged AE Summary page for the invoice.

Navigation Links: Billing, Maintain Bills, Correct Staged Acctg Errors.

1

2. Onthe Staged Acctg Errors Correction search page, verify the Business Unit and enter the Invoice ID.
3. Click the Search button.
4

Click the Apply Correction button. The below Message appears indicating that no correction changes
have been detected. This is OK because the change was made in the Project Costing module.
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Mo carrection changes detected. (12500,413)

Fress QK to indicate correction is complete, or Cancel to return and make
correction changes.

Cancel

5. Click the OK button.
6. Click the Save button. This will clear the invoice from the Staged Acctg search results.

After correcting the Staged Accounting error, you'll need to rerun the Single Action Invoice process. Refer to the
“Running Single Action Invoice Process” Topic in this manual for detailed instructions. Make sure to monitor the
process to ensure it is successful.

Note: If you originally ran the Single Action Invoice process for multiple invoices and one of the invoices
failed with a Staged Accounting Error, the process halts for all of the invoices. After correcting the error,
you can rerun the Single Action Invoice process with the same criteria as the original job to finish
processing all the invoices. The Invoices will not display on the Bills to be Processed page since they
already are in “Invoiced” Status. This is OK; the invoices will still be processed.

AR Pending Items

Unit: T7901 Group ID: 10781 Entered: 091712014
QT_' m = 4 PPl v I
Seq Customer em ID Line Acctg Date Terms Amount Currency Base Amt Currency Exchange Rate Detail
1 0000000001 00000230840 1/09M16/2014 NET30 500.00 UsD 500.00 UsD '%'3;

Scenario 2: If the Project was Incorrect

There is a known issue with correcting an incorrect Project ID. For bills that did not originate in the Grant Module,
the Project ID must be corrected on the Accounting Revenue Distribution page and in the Project ChartFields
section of the Line — Project Info page. From the Correct Staged Accounting Errors page, you can ONLY correct
the Project ID field on the Accounting Revenue Distribution page. If you encounter this issue, contact the SWIFT
helpdesk and we will help you with a workaround for this issue.

Note: The workaround may consist of navigating to the Accounting Revenue Distribution page from the Correct

Staged Accounting Errors page and entering the correct Project ID and an INCORRECT ChartField. Then, when
the Single Action Invoice process is reran for the invoice, a budget check error will be encountered. You will then
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follow the instructions contained in the Correcting Budget Check Errors topic to correct the Accounting and
Project ChartField entries.

| Favo'r'tes Main ‘h_lenu » Biling > Review Biling Information > Summary
&y
| Header - Info 1 Line - Info 1 Line - Proj info
Unit: T7901 Bill To: 0000000001 Invoice Amt 500.00 USD
Invoice: 00000230840 KELLOGG ANGELA = [Z]  max Rows: FEE A
Find | View a8 First K1 g ore B (e
Seq 1 Line: 1 Net Extended: 500.00
Identifier: MISC_BILLING Description: Misc_Billing
Project Chartfields
Start Date: Transaction |D: Pri Inf
End Date: Billing Plan ID: PC Bus Unit: T7904
Activity Type: BP Line: Project: TRWSP250672
Empl ID: Contracts Business Unit: Activity: RIGHTOFWAY
Occurrence: Contract: Source Type: 6220
PPDAdD Seq: Progress Payment Seq: Category:
System Source: subcategory:
Go to: Line Info 2 Tax Accounting discountSurcharge
Notes Commi Cnil
Summary Bill Search in 5 3 Line - Project Info *  |Prav Mext
| Retum to Maintain Bilis

Having completed this topic, you should now be able to:

e Correct Staged Accounting Errors

Released October 26, 2016 (Version # 5)

Page 104



,,.'f“ s State of Minnesota

g% i@[ Statewics Inuquluu ann:lal Toois AR'BIZ _ B|"|ng Advanced

Reprint Invoices

Topic Overview

You may find it necessary to reprint invoices. This topic covers two options that are available for reprinting
invoices.

After completing this topic, you should be able to:

e Reprint a Single Invoice from the Bill Summary page of the Invoice (XML format only)

e Reprint Invoices Using the Non-Consolidated, Reprint Invoices Process
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Process Steps

Reprint Invoices

This topic will cover two options for reprinting invoices.
Options Include:

e Option 1: Reprint a Single Invoice from the Bill Summary page of the Invoice (XMLPUB format only)

e Option 2: Reprint Invoices Using the Non-Consolidated, Reprint Invoices Process
Option 1: Reprint a Single Invoice from the Bill Summary page of the Invoice (XMLPUB format only)

This option applies to invoices that have the XML format. Begin by navigating to the Bill Summary page for the
invoice that you want to reprint.

1. Navigation Links: Billing, Review Billing Information, Bill Summary.

2. At the Bill Summary page, validate the Business Unit and enter the Invoice Number for the invoice that
you want to reprint. Click the Search button.

3. Inthe Search Results listing, click on the link for the Invoice that you want to reprint.

4. On the Bill Summary Info page, click on the View Invoice Image link displayed above the Go to links
near the bottom of the page.

Favgrites  Main Menu > Biling > Review Biing Information > Summary

:.ul

lew Window | 2)Helf

AL Bill Summary Info 2

Fid

Unit: B0401  Invoice: 00000215679 Invoice Date: 063012014 s
Gross Extended Amount: 5,400.00 Customer: H120100001 HEALTH DEPT
Total Discounts: 0.00 Invoice Type: Regular
OSSR 0.00 Bill Type: MSC Miscellaneous
Bill Source: ONLINE Online Bifl Entry
Total VAT Amount: 0.00 Bill Status: 1NV
Total Taxes: 0.00 Template: Mo
Total Inveice Amount: 5.400.00 fonans No
Forward Bal: 0.00 Bill By 1D
Paid Amount: 0.00 Invoice Media: Print Copy
Due Date: 0713012014
Total Due: 5
ofal Due 540000 USD  pate gin Added: 07/01/2014 3:43PM

[=1
[=
m

i

(a* Returnto Search =] Notify

Bill Summary Info | Bill Summary Infe 2
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5. The PDF invoice displays in a new window.

ﬁw\ € hitps:/fms.vift state.mn.us7420 fm:9lndpeft mp/ 120 O - @ € % || 5 summary [ & smemns ] e
File Edit Goto Favorites Help x EFConvert = FSelect
B0401 001 H
MN DEPT OF AGRICULTURE State of Minnesota
FINANCE AND BUDGET DIVISION INVOICE
625 ROBERT STREET NORTH
ST. PAUL MN 55155-2538
Customer No H120100001 Bill To:
Payment Terms: Due in 30 m
Due Date: July 30, 2014 HEALTH DEPT
Invoice: 00000215679 Pat McCann
Invoice Date: June 30, 2014 PO BOX 64975
From Date: To Date: ST PAUL MN 55155
Purchase Order:
Page 1of1
AMOUNT DUE: 5,400.00
For billing questions, please call 651-201-6667 TERRY
Original
[Line [ Kdentifier [ Description [ Quantity [UOM | Unit Amt | Net Amount |
1 Fatty acid samples 27.00 EA 200.00 5,400.00
27 samples for determination of fatty acids in fish tissue
MDH project ID 3(5)3284
Subtotal: W
Amount Due: 5,400.00
850 x11.00 in

6. Print the PDF file as you would normally and close the window when finished. You will be returned to the
Bill Summary page.

Option 2: Reprint Invoices Using the Non-Consolidated Reprint Invoice Process
Begin by navigating to the Reprint Invoices page.

1. Navigation Links: Billing, Generate Invoices, Non-Consolidated, Reprint Invoices.
2. Search for an existing Run Control ID or create a new Run Control ID.

3. Atthe Reprint Invoices page, select the options as described below.
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Favarites
v
|\ Print Options
Run Control 1D: Reprint_INV
Language:  Endlish * (@ Specified
SeqNbr: 1

[[linclude Attached Bills
[[linclude Open items Only

_J Al @ Invoice ID
_ Bill Cycle ) Cust 1D

_) Date Bill Added I Bill Type

) Range ID _! Bill Source

_) Public Voucher Number

E’J Save

Reprint Invoices | Print Options

=] Notify

Mainl\denu » Biing > Generate Invoices > Mon-Consolidated > Reprint Invoices

_ Recipient's

21 New Window 2) Help ._,/ Cug

Report Manager Process Monitor Run

*From Business Unit: R3201 @, »| gcation ID: (01 @,

From Invoice: 00000218716
To Invoice: 00000218716
From Due Date: [+
To Due Date: El
From Invoice Date: El
To Invoice Date: El

=+ Add | || Update/Display

Option

Description

Seq Nbr

You may wish to select the “Include Open Items Only” to reprint open
invoices for a specific customer. The “Include Attached Bills” option is not
used in Minnesota.

Range Selection

Select one of the Range options which include:
-All

-Bill Cycle

-Date Bill Added

-Range ID (Not Used in MN)

-Public Voucher Number (Not used in MN)
-Invoice ID

-Cust ID

-Bill Type

-Bill Source

*From Business Unit

Accept the Business Unit or click on the Lookup button to select the
Business Unit.

*Location ID

Enter the Location ID or click on the Lookup button to select the Location
ID.

From Invoice (if
Invoice Range
selected)

Enter the starting range Invoice ID.
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Option Description

To Invoice (if Invoice | The invoice that you entered in the From Invoice automatically populates
Range selected) in the To Invoice field once you tab. Enter a different ending range invoice
number if applicable.

From Due Date: Enter the starting Due Date range.
To Due Date Enter the ending Due Date range.
From Invoice Date Enter the starting Invoice Date.
To Invoice Date Enter the ending Invoice Date.
4. Click on the yellow Bills To Be Processed icon at the top-right of the page to view bills that have been
selected to be processed given the criteria that you have entered.
WARNING! If no bills are listed, the criteria you selected didn’t pick up on any bills. You'll need to revise
your criteria.
5. Click on the Save button.
6. Click on the Run button and the Process Scheduler Request page displays.
Favorites :© Main Menu > Biling > Generate Invoices > MNon-Consolidated > Reprint Invoices
2 Mew Window 2) Help
Process Scheduler Request
UserID: FISCH20 Run Control ID: Reprint_INV
Server Name: Run Date: 0712212014 E
Recurrence: *  Run Time: 8:59:11AM Resetto Current Date/Time
Time Zone: @,
Select Description Process Hame Process Type *Type *Format Distribution
Print Invoice wiCrystal BIPJ40 PSJob (Mone) =« (MNone) « Distribution
oK Cancel
7. Accept the default process Print Invoice w/Crystal (BIPJ40).

10.

Note: This process prints XML and Crystal formatted invoices.

Click the OK button. You are returned to the Reprint Invoices Tab.
Make note of the Process Instance number listed below the Process Monitor link.

Click on the Process Monitor link. The Process List page displays.
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11. In the Name column, click on the BIPJ40 link for the Reprint Invoice process that you ran.
Note: It is best practice to click on the process link to Refresh rather than remaining on this page to
Refresh the processing. That way, if there are Warnings, you will see which job has the problem.

Process Detail

Process Name: BIPJ40 Refresh |

Main Job Instance: 11153586
Left | Right

& 11158586 - BIPJ40 Success

& 11158587 - Bl IVCEXT Success
B 11158589 - BIXP.JOO Success
B 11158590 - BICPJ0O Success

B 11158594 - BIPRNTOO Success
B 11158591 - BICPJA0O Success

B 11158595 - BIPRNTAD Success
& 11158588 - BICLSUM Success

Return

12. At the Process Detail page, view whether the process was successful. You can click on the Refresh
button to refresh the processing. If it was successful, proceed to the next step.

13. Navigate to the Report Manager page, Administration tab:
e From the Process Detail page for the Single Action Invoice:
a. Click on the Return button to return to the Process List page.
b. Click on the Go back to Reprint Invoices link.
c. Click on the Report Manager link and select the Administration tab.

e From the Main Menu: Report Manager, Administration tab.

List Explorer Archives

UseriD:  [FISCHZ0 Type: + Last _ 1 Days = Refresh

Status: ~ Folder: ~ Instance: |

Report Prcs EAE Request 2

Select i Inslance Description DatelTime Format  Status Details
0712212014 | Acrobat .

(] 10137228 111585692 Bl PRNXPMO1 - Bl PRNXPMO1.pdf 9:03:35AM (* paf) Posted |Details
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14. To view and print the invoice PDF:

e If the invoices are in XML format, click on the BI_PRNXPNO1 — Bl_PRNXPNO1.pdf link in the
Description column. The PDF file displays.

e If you are reprinting older invoices that were created with the Crystal Report format, click on the
CRYSTAL-Invoice link.

Having completed this topic, you should now be able to:

e Reprint a Single Invoice from the Bill Summary page of the Invoice (XML format only)

e Reprint Invoices Using the Non-Consolidated, Reprint Invoices Process

Lesson Summary
Having completed this lesson, you should now be able to:

e Explain at a high level how to process non-consolidated bills
¢ Run the Single Action Invoice Process

e Troubleshoot the Single Action Invoice Process

e Review Invoice Errors

e Correct Budget Check Errors

e Correct Staged Accounting Errors

e Reprint Invoices
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Lesson 4: Adjusting Bills

Topic Overview
Most agencies use the Adjust Entire Bill function which provides two options for adjusting invoices:

e Create a credit that reverses the original invoice.

e Create a credit for the original invoice and create a copy of the original invoice to modify as necessary
to reflect the correct billing information.

The Adjust Bill Line function is seldom used. It provides the ability to credit selected lines of an invoice, or credit
selected lines and rebill new lines.

The View Adjustment History listing is used to view original bills and related credit and rebills that were created
using the SWIFT credit/adjustment options.

You can only credit a bill once using the SWIFT credit/adjustment options. If you need to credit a bill again, you
can use the Copy Single Bill process to do the credit. Credits created in this manner will not be viewable from the
View Adjustment History listing.

After completing this Lesson, you should be able to:

e Credit an Entire Bill

e Credit an Entire Bill and Update a New Bill

e Credit a Bill Using the Copy Single Bill Process
e Credit Bill Line(s)

e Credit Bill Line(s) and Rebill

e View Adjustment History

e Approve Bills
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Crediting an Entire Bill

Topic Overview
The Adjust Entire Bill function enables you to adjust a bill after it has been invoiced by crediting the entire bill.

The credit bill is created with a status of “RDY” (Ready). Because the credit bill created will need to be netted with
the original bill, it should not be modified other than ensuring that the dates are correct and adding any applicable
notes.

After completing this topic, you should be able to:

e Credit an Entire Bill
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Process Steps

Credit an Entire Bill

There are times when a customer needs to be credited for an entire invoice. They may have been billed for
something they did not purchase. In these circumstances, the Adjust Entire Bill function can be used to credit the
customer’s entire bill.

Steps to complete:

e Step 1: Select the Bill Adjustment Action to Credit an Entire Bill
e Step 2: Complete Entry of the new Credit bill
e Step 3: Submit the Credit Bill for Approval

e Step 4: Run the Single Action Invoice Process
Step 1: Select the Bill Adjustment Action to Credit an Entire Bill
Begin by navigating to the Adjust Entire Bill page.

1. Navigation Links: Billing, Maintain Bills, Adjust Entire BiIll.

Favorites | Main Menu : Biling > Maintain Bils > Adjust Entire Bil

Adjust Entire Bill

Unit: R3201 Bill To: 0000000299 2645 Associates, LLC
Invoice: 00000248315 Invoice Amt: 46 55 usD

@ No Bill Action *Credit Bill: NEXT
. :-'Credlt Entire Bill Rebill Bill NEXT Header Info 1
O Credit & Rebil

Adjustment Reason: Q

E save LS. Returnto Search [Z] Motify | L Refresh

2. Atthe Adjust Entire Bill Search page, enter your Business Unit and the Invoice number that you want to
credit and click the Search button.

3. Atthe Adjust Entire Bill page, select the Credit Entire Bill option in the Select Bill Adjustment Action
section.
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Click on the Adjustment Reason Lookup icon and select “CREDITMEMO”.
Selecting “Credit Memo” for the reason, indicates that the agency and the customer have come to an
agreement to credit the entire bill and a credit memo was created.

In the Adjustment Results section, it is recommended that you enter your own Credit Bill Number
consisting of the original invoice number followed by “CR” (“00000219987CR"). This practice may make it
easier to find the related invoices in the future. If you accept the default “NEXT” in the Credit Bill field, the

system will generate the next available number after you save.

6. Click the Save button to initiate the process. The Header Info 1 link displays next to the Credit Bill

number.

Favorites © Main Menu » Biling

Adjust Entire Bill

> Maintain Bills

Adjust Entire Bil

Unit: R3201 Bill To: 0000000299 2645 Associates, LLC

Invoice: 00000248315 Invoice Amt: 46.55 usD
® No Bill Action *Credit Bill; | boooo248315CR Header Info 1
-

Crd Enive Rebill Bill NEXT Header Info 1
_' Credit & Rebill
Adjustment Reason: CREDITMEMC &
B save | [L ReturntoSearch [=] Notify | ¢ Refresh

Note: After you save, the Select Bill Adjustment Action option displays “No Bill Action”. As long as you
selected the Credit Entire Bill option before saving, the credit will process.

Step 2: Complete Entry of the New Credit Bill

The credit bill is created with a status of “RDY” (Ready). Because the new credit bill will need to be netted with the
original bill, the credit bill should not be modified other than ensuring that the bill dates are correct and adding any
notes. If you are crediting an older invoice that used the “Crystal” format, you should change the format to

“XMLPUB” at this time.

1. Click on the Header Info 1 link. The Billing General page of the new Credit Bill displays.
Note: Billing information from the original bill has populated into the Bill Status, Bill Type, Cycle ID,
Invoice Form, Bill Source, and Frequency Bill. The Bill Lines Section shows a negative quantity and
amount for each line of the bill, which indicates a credit.

2. Click on the Standard Entry link. It is recommended that you use the Standard Entry option to view and

enter data.
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3. Enter the Invoice Date or leave it blank and the field will be entered automatically when the Single Action
Invoice process runs. If you are crediting an older invoice that used the “Crystal” format, you should

change the format to “XMLPUB?” at this time.

Fawirﬁes Main yenu 3 Ei"lg 3 Ma'rda'rl Bi#s > Adjust Entire Bl > Express Bing » Standard Biling
;}"!-lsw Window 7 He
Header-info 1 [T GCE
0]
Uit R3201 Invoice: DO0D0248315CR Pretax Amt: -46.55 UsSD ++
Status; RDY A iavoice Date: H o cyclem: ON_DEMAND  1Q
“Type: MSC & source: ONLINE Q. “Frequency: Once viE ®
“Customer: 0000000292 A sunCustt: SubCust2:
2045 Associates LLC
"Involce Form: HAMLPUB | From Date: 100872014 H  ToDate: 0162014 [
— e s —
Accounting Date: M Pay Terms: NET20 Q Pay Method: Check v| =
Remit To: [R3201 2 Bank Account: 0001 Q
Sales: DEFAULT 3 Bil inquiry Phone: 651-757-2182 Q
Credit [DEFAULT O comector DEFALLT a
Biller: BISPEC S Billing Authority: BISUP Q
Goto Header Info 2 Addrass Copr Address Agprovals
hotes Express Entry
Summan Bill Search ing Search Havigation: Haader - Infa 1 v [prew Hest
@ Save | i Reium toSearch [T Mobfy 7 Refresh [Eh Add ]
Header - Info 1 | Ling - Infa 1 Motify i

4. WARNING REGARDING BUDGET DATES! The Budget Date from the original bill should have been
automatically entered on the Accounting Revenue Distribution for each line of the credit bill. This is
necessary so that the correct budget period is affected by the credit. For example, if you are processing a
credit on July 1, 2014 (FY15) for a bill that was invoiced on June 15, 2014 (FY14), the budget date of
June 15, 2014 should be used.

Favortes = Main Menu > Bling > Maﬂta‘nﬁls » Adjust Entwe B > ExpressBillng » Standard Biing

& Hew Windaw
Headar-Info 1 | Line- Info 1 "
Umit: R3201 Bill To: 000000299 Prefax Amt -4655 USD ZEN ]
Invoice: DO000248315CR 2645 Assodiates, LLC 3 T - — 5 3 E

Het Extended:
Description:

Ling: 46,55

Identsfier:

Bl Creates GL Accl Entries

Copy Senices

B gt KY 4oty Y it

Accty nformaton L e L]
Code Fund Fin Deptil Appropil Account Amount Budget Date Stat Stat Amt UOM
[+ =] @, 2001 |Razeooecd, [RIzP101Qy [553090Q) 4658 [iznszowm| [ @
< >
Percent: 100.00 Amouni: -46.55 Gross Extended: 4555

Go bo ing bnfo 2 Tax ADCOURENG
Motes Exprass Entry
Summary Bill Search Ling Search Mavigation: Acclg - Rev Distibution v| [Py veg

B Seve L Returnio Seorch [ Nolity | 7l Refresh T Ao

Released October 26, 2016 (Version # 5)

Page 116



{ﬁiﬁf%lﬂam of Minnesota
& SWIFT>

Statewice Integrated Financial Toois AR'BIZ _ B|"|ng Advanced

5. Optionally, click on the Header Notes link and enter any notes.

6. Click the Save button.
Step 3: Submit the Credit Bill for Approval

All credits require approval.

1. From the Header — Info 1 tab, click on the Approvals link in the Go to section. The Approvals page
displays.

Favovr'rtes Mainyenu 5 Billyg 5 Maintgin Bils > Adjust Entire Bil > ExpressBiling > Standard Biling

Approvals
Business Unit: R3201
Invoice: 00000248315CR
Pretax Amount: -46.55
Approval Status: Initial
Comment: These comments do not display after the credit is approved.

View Supporing Documentation

Submit for Approval Preview Approvals

OK Cancel Refresh

2. Enter a comment, if applicable.

3. Click on the Submit for Approval button and click OK at the message. You are returned to the Header
Info 1 page.

The invoice has been submitted for approval. (12508 ,16)

0K

4. Once the Credit Invoice has been approved, it must be processed through the Single Action Invoice
process. You can monitor the approval status using your Worklist or from the Bill Summary Info 2 page for
the Credit Invoice. To navigate to the Bill Summary Info 2 page:

a. Navigation Links: Billings, Review Billing Information, Summary.

b. At the Bill Summary search page, verify your Business Unit and enter the Invoice Number.
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Bill Summary Info

Attach Invoice Image

VAT Defaults Applied
Invoice Printed

EDI Sent

Currency Converted

Email Sent
Go Header Infa 1
to:
Bill Search Line Search

[5] save | [ch ReturntoSearch |[Z] Notify

Bill Summary Info | Bill Summary Info 2

Unit: R3201 Invoice: 00000219987CR B
GL Level: Bl Creates GL Acct Entries
AR Level: Bill Line is AR Open Item
AR Option: Use Line for Distribution
Pre-Load Status: Pending
Budget Check Status: Mot Budget Checked
Approval Status: Pending

GL Entries Created
AR Pending Item Created

Note: On the Bill Summary Info 2 page, the Approval Status is “Pending” at this time.

Step 4: Run the Single Action Invoice Process

After the credit bill has been approved, the following actions must take place before the credit is fully processed
and applied to the customer’s account in AR:

Module

Process

Billing

Single Action Invoice Process. Refer to the “Running the Single Action
Invoice Process” topic for instructions. This process creates a pending
item in AR. Typically the person who creates bills does not have the
security access to also run the Single Action Invoice process.

Accounts Receivable

ARUpdate Process. This process runs automatically several times a day
or it can be run manually. It posts invoices (open items) to customer
accounts in AR. Typically the person who creates bills does not have the
security access to also run the ARUpdate Process. Refer to the “Running
the ARUpdate Process” topic in the Accounts Receivable Advanced User
Guide.

Accounts Receivable

Maintenance Worksheet. This process matches the credit invoice to the
original invoice and closes the items. Refer to the “Applying Credit Bills or
On Account Amounts” topic in the Accounts Receivable Advanced User
Guide.

Having completed this topic, you should now be able to:

e Credit an Entire Bill
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Crediting an Entire Bill and Create Rebill

Topic Overview

The Adjust Entire Bill function enables you to adjust the bill either by crediting the entire bill (covered in the
previous topic) or by crediting the original bill and creating a rebill. The credit and rebill actions are performed in
one step and will create the credit invoice and the new bill. The new bill is created with a Status of “NEW”,
allowing you the opportunity to make any changes that you desire, including changing the customer, quantities,
etc.

After completing this topic, you should be able to:

e Credit an Entire Bill and Rebill
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Process Steps

Credit an Entire Bill and Create Rebill

The credit and rebill actions are performed in one step. A rebill is created with a Status of “NEW”, allowing you the
opportunity to make any changes that you desire. The credit bill is created with a status of “RDY” (Ready).
Because the credit bill will need to be netted with the original bill, it should not be modified other than ensuring
that the dates are correct and adding any applicable notes.

Steps to complete:

e Step 1: Select the Bill Adjustment Action to Credit an Entire Bill and Create Rebill
e Step 2: Complete Entry of the Credit Bill

e Step 3: Submit the Credit Bill for Approval

e Step 4: Complete the Rebill and Set Status to RDY (READY)

e Step 5: Run the Single Action Invoice Process for the Credit Bill and Rebill
Step 1: Select the Bill Adjustment Action to Credit an Entire Bill and Create Rebill
Begin by navigating to the Adjust Entire Bill page.

1. Navigation Links: Billing, Maintain Bills, Adjust Entire Bill.

2. Atthe Adjust Entire Bill Search page, verify your Business Unit, enter the Invoice number that you want to
credit and click the Search button.

Favorites i Main Menu > Biling > Maintain Bils > Adjust Entire Bil

Adjust Entire Bill

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

Business Unit: = V| G1001 Q
Invoice: 00000219995

Customer: &
Contract:

[]Case Sensitive

Search Clear |Basic Search Save Search Criteria
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3. Atthe Adjust Entire Bill page, select the Credit & Rebill option in the Select Bill Adjustment Action
section.

Favorites = Main Menu > Billlng > Maintgin Bils » Adjust Entire Bil

Adjust Entire Bill

Unit: R3201 Bill To: 0000000004 Conestroga-Rovers & Associates
Invoice: 00000219985 Invoice Amt: 400.00 UsD
Mo Bill Action *Credit Bill: 00000219995CR
Credit Entire Bil Rebill Bilt 00000219995RE Header Infa 1
@ Credit & Rebill
Adjustment Reason: CREDITMEMCZ,

[5] save @ |c* Returnto Search | |[Z] Motify | | #% Refresh

4. Click on the Adjustment Reason Lookup icon and select “CREDITMEMO”.
Selecting “Credit Memo” for the reason, indicates that the agency and the customer have come to an
agreement to credit the entire bill and a credit memo was created.

5. Inthe Adjustment Results section, it is recommended that you enter your own Credit Bill Number
consisting of the original invoice number followed by “CR” (“00000219995CR"). This practice may make it
easier to find the related invoices in the future. If you accept the default “NEXT” in the Credit Bill field, the
system will generate the next available number after you save.

6. Inthe Adjustment Results section, it is recommended that you enter your own Rebill Bill Number
consisting of the original invoice number followed by “RB” (“0000019995RB"). This practice may make it
easier to locate the related transactions. If you accept the default “NEXT” in the Rebill Bill field, the
system will generate the next available number after you save.

7. Click the Save button to initiate the process. The Header Info 1 link displays next to the Credit Bill and
Rebill bill numbers.
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Favorites | Main Menu > Biling > Maintain Bils > Adjust Entire Bil

Adjust Entire Bill

Unit: R3201 Bill To: 0000000004 Conestroga-Rovers & Associates

Invoice: 00000219995 Invoice Amt: 400.00 UsD
@ No Bill Action *Credit Bill: 00000219995CR Header Info 1
_ Credit Entire Bil Rebill Bill: 00000219395RB Header Info 1
_) Credit & Rebill

Adjustment Reason: CREDITMEMC3,

[5] save |[oh Returnto Search | [Z] Motify | &% Refresh

8. We will process the credit bill first. Make note of the Rebill Bill invoice number for later use.

Step 2: Complete Entry of the Credit Bill

The credit bill is created with a Status of RDY (Ready). Because the credit bill will need to be netted with the
original bill, the credit bill should not be modified other than ensuring that the bill dates are correct and adding any
notes. If you are crediting an older invoice that used the “Crystal” format, you should change the format of the
credit bill to the “XMLPUB” format at this time.

1. Click on the Credit Bill Header Info 1 link. The Billing General page of the new Credit Bill displays.
Note: Billing information from the original bill has populated into the Bill Status, Bill Type, Cycle ID,
Invoice Form, Bill Source, and Frequency Bill. The Bill Lines Section shows a negative quantity and
amount for each line which indicates a credit.
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Favaorites Main Menu > Biing > Maintain Bills > Adjust Entire Bil

Billing General

7 New Window

Unit: R3201 Invoice: 00000219995CR Pretax Amt: -400.00 USD
Bill Status: RDY @ Invoice Date: B
*Bill Type: MSC Q@ Bill Source: ONLINE e}
Cycle ID: DAILY @, *Frequency: Once -
*Invoice Form: HMLPUB @
+ Customer Information
*Customer: 0000000004 @, SubCust1: [ ]
Conestroga-Rovers & Associates SubCust2: \:\
¥ Address

} Payment Information
» Header Detail
Lines to Add: 5 = B E E max Rows: 5 [3 [=

Bill Lines

Customize | Find | View A1 | B | 3 Firet B 42072 1 Last
" NetAmount | Info1 | Info2 || Productinfo || Orderinfo | Shiplnfo || Miscinfo | Projectinfo || Service nfo | [#)

Gross AR

Sel Seq Line Table Identifier Description Guantity UOM Unit Price ) | P Revenue Account
1 Q@ @ | [ -1.0000 @, | [2000000 | -200.00/ Account 511002 =l
2 a, | @ | [ -2.0000 @, | [100.0000 | -200.00| Account 511002 =
Goto: Copy Address Header Notes Standard Entry Approvals
Summary Bill Search Line Search
Navigation: Billing General - Prev Next
|l) save | [Gh Retumito Search | |[Z] Notify | |&3 Refresh | [Eeace]| [Eupdatcmispiay)

2. Click on the Standard Entry link. It is recommended that you use the Standard Entry option to view and
enter data, especially if you are entering bill line information.

3. Enter the Invoice Date or leave it blank and the field will be entered automatically when the Single Action
Invoice process runs. If you are crediting an older invoice that used the “Crystal” format, you should
change the format of the credit bill to the “XMLPUB” format at this time.

4. WARNING REGARDING BUDGET DATES! The Budget Date from the original bill should have been
automatically entered on the Accounting Revenue Distribution for each line of the credit bill. This is
necessary so that the correct budget period is affected by the credit. For example, if you are processing a

credit on July 1, 2014 (FY15) for a bill that was invoiced on June 15, 2014 (FY14), the budget date of
June 15, 2014, should be used.
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Favorkes = Main Menu > Bling > Mantain Bl : AdjustEntre 89 » ExpressBiling » Standard Biing

Headar - Infa 1 Line - Infa 1 Accly - Rev Distribution

Uitz R3201 Bill To: 0000000299 Prefax Ami: -46.55 USD 2= I
Invoice: DO00024B315CR 2645 Associates, LLC % [E  MaxRows: | s EHE

& New Window

Seq 1 Line: Hiel Extended: -45.55
Ideniifier: Description: Copy Senicas

Bl Creales GL Acct Enfries

Code Fund Fin Deptid Appropll Account Amount Budget Date Stai Stat Amt UOM
[+ =] a [200vq [Razeooocq, [RazPi01q, [553000Q 4555 |1zrwzmqﬁ| [T | ]
£ >
Percent: 100.00 Amount: -46.55  Gross Extended: 4655

Go bac Ling info 3 Tax A Tal<1il HscountiSurchar

Moies Express Enfry
Summary Bill S2arch Ling Search Mavigation: Accly - R Dickdbution v| lprev  new

& Seve [ Returnic Search | [ Nesify | | is Refresh Fidd | |l pdntelispisy

Header-info 1| Ling - info 1 | Acctg - Rev Distribulion

5. Optionally, click on the Header Notes link and enter any notes.

6. Click the Save button.
" Line-Info1 |

Unit: R3201 Invoice: 00000219995CR Pretax Amt: -400.00 USD
Status: RDY ©, Jnvoice Date: B cyclen:
“Type: MSC @, Source: OMLINE @, *Frequency:

“Customer: 0000000004 @, subcustt: [ ] SubCust2:

Conestroga-Rovers & Associates

*Invoice Form: KMLPUB 2 From Date: Bl ToDate:

Accounting Date: £l Pay Terms: NET30 Q@ Pay Method: Check - B
Remit To: R3201 2 Bank Account: o001 Q

Sales: DEFAULT @, Bill Inquiry Phone: 651-757-2182 @,

Credit: DEFAULT Q@ Collector: DEFAULT o@

Biller: BISPEC 2 Billing Authority: BISUP @

Goto: Header Info 2 Address Copy Address Approvals
e Baress eri

Summary Bill Search Line Search Navigation: Header - Info 1 v | Prev Mext

5] save | |G Rewmntosearcn | [ notify | [ Refresn | [Blonda) [Esupgatemispiay)

Header - Info 1 | Line - Info 1
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All credits require approval.

1. From the Header — Info 1 tab, click on the Approvals link in the Go to section. The Approvals page

displays.
Approvals
Business Unit: R3201
Invoice: 00000219995CR
Pretax Amount: -400.00
Approval Status: Initial
Comment: )

View Supporting Documentation

Submit for Approval Preview Approvals

DK Cancel Refresh

2. Enter a comment, if applicable.

3. Click on the Submit for Approval button and click OK at the message. You are returned to the Heading
Info 1 page.

3

The invoice has been submitted for approval. (12508,16)

OK

4. Once the Credit Invoice has been approved, it must be processed through the Single Action Invoice
process. You can monitor the approval status using your Worklist or from the Bill Summary Info 2 page for
the Credit Invoice. To navigate to the Bill Summary Info 2 page:

a. Navigation Links: Billings, Review Billing Information, Summary.

b. At the Bill Summary search page, verify your Business Unit and enter the Invoice Number.
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Bill Summary Info

Unit: R3201 Invoice: 00000219995CR =
GL Level: Bl Creates GL Acct Entries
AR Level: Bill Line iz AR Open ltem
AR Option: Use Line for Distribution
Pre-Load Status: Pending
Budget Check Status: Mot Budget Checked
Approval Status: Initial

Attach Invoice Image

VAT Defaults Applied GL Entries Created

Invoice Printed AR Pending ltem Created

EDI Sent

Currency Converted

Email Sent
Go Header Info 1 Address Copy Address Motes
to:
Bill Search Line Search

|=* Return to Search | =] Motify

Bill Summary Info | Bill Summary Info 2

Note: the Approval Status is “Pending” at this time.
Step 4: Complete the Rebill and Set Status to RDY (READY)

You'll need to complete the Rebill as you would any other new bill. Begin by navigating to the Bill Entry page.

1. Navigation Links: Billing, Maintain Bills, Standard Billing.

2. Atthe Bill Entry page, click on the Find an Existing Value tab and enter your search parameters.
a. Verify the Business Unit.
b. Enter the new Rebill invoice number.

3. Click the Search button.

4. The Rebill Status is “NEW”. Make any necessary changes to the bill, including changing customer. (Refer
to the “Using Standard Billing to Enter a Bill” topic for detailed instructions.) If you credited an older
invoice that used the “Crystal” format, you should change the format of the new rebill to the “XMLPUB”
format at this time.
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Line - Info 1
Unit: R3z201 Invoice: 00000219995RB Pretax Amt: 400.00 USD B
Status: NEW Invoice Date: Cycle ID: DAILY
Type: MsC Source: OMLINE Frequency: Once
Customer: 0000000004 SubCust1: SubCust2:

Conestroga-Rovers & Associates

Invoice Form: XMLPUB From Date: To Date:
Accounting Date: Pay Terms: MET30 Pay Method: Check
Remit To: R3201 Bank Account: 0001
Sales: DEFAULT Bill Inquiry Phone: 651-757-2182
Credit: DEFAULT Collect: DEFAULT
Biller: BISPEC Billing Authority: BISUP
Go to: Header Info 2 Address Motas
Summary Commit Cntrl
Bill Search Line Search Header - Info 1 ~ | Erev Nex

5. After you have finished making the changes, change the Bill Status to “RDY” (Ready).

6. Click on the Save button.

Step 5: Run the Single Action Invoice Process

Before the credit and rebill are fully processed and applied to the customer’s account in AR, the following

processes must occur:

Module

Process

Billing

Single Action Invoice Process. Refer to the “Running the Single Action
Invoice Process” topic for instructions. This process creates a pending
item in AR. Typically the person who creates bills does not have the
security access to also run the Single Action Invoice process.

Accounts Receivable

ARUpdate Process. This process runs automatically several times a day
or it can be run manually. It posts invoices (open items) to customer
accounts in AR. Typically the person who creates bills does not have the
security access to also run the ARUpdate Process. Refer to the “Running
the ARUpdate Process” topic in the Accounts Receivable Advanced User
Guide.

Accounts Receivable

Maintenance Worksheet. This process matches the credit invoice to the
original invoice and closes the items. Refer to the “Applying Credit Bills or
On Account Amounts” topic in the Accounts Receivable Advanced User
Guide.

Having completed this topic, you should now be able to:

Credit an Entire Bill and Redbill
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Crediting a Bill Using the Copy a Single Bill Process

Topic Overview

You can only credit a bill once using the SWIFT Adjust Bill functions. You can use the Copy a Single Bill Process
to apply a second credit.

You may also want to use this process because it is more flexible than the SWIFT Adjust Bill functions. For
example, if the original bill had a quantity of 1 and amount billed was too high, you could use this process to enter
the credit amount.

To change the copied bill to a credit of the original invoice, you will enter the credit (negative) amount on the Bill
Line(s) and change the Invoice Type to “CR".

Note

e WARNING REGARDING BUDGET DATES! When you use the Copy a Single Bill process to credit a bill,
you must manually update the Budget Date of each credit bill line to be the same as the original bill.

e If you use the Copy a Single Bill Process to credit a bill, the credit will not display in the View Adjustment
History listing discussed in an upcoming topic. However, if you “smart code” the Invoice number by using
the original invoice number followed by “CR”, it may help you find the related invoices in reports and
listings.

After completing this topic, you should be able to:

o Use the Copy a Single Bill Process to Credit a Bill
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Process Steps

Credit a Bill Using the Copy a Single Bill Process

In this topic you will copy a single bill and update a new bill.

Note: You will need to manually update the budget date on each bill line of the credit bill when you use
the Copy a Single Bill Process to create a credit bill.

Steps to complete:

e Step 1: Copy a Single Bill to Credit
e Step 2: Update the New Bill with Negative Line Amounts and Set New Bill Status to RDY (Ready)
e Step 3: Submit the Credit Bill for Approval

e Step 4: Run the Single Action Invoice Process
Step 1: Copy a Single Bill to Credit

1. Navigation Links: Billing, Maintain Bills, Copy a Single Bill

2. Atthe Copy Single Bill page, verify the Business Unit and enter the Invoice number for the invoice you
want to credit.

3. Click the Search button.

4. Inthe Search Results table, click the Invoice link for the bill you want to credit and the Copy Single Bill
page displays.

Favovrites Mainlﬂenu > Billlng > Maintgin Bils > Copy Single Bil

Copy Single Bill

Unit: R3201 Bill To: 0000000387 ENVIRONMENTAL RESOURCES MGMT ERM
Invoice: 00000336815 Invoice Amt; 144.65 usD

i *Copy Bill 00000336815CR

(®) Copy Bill
B save S\ ReturntoSearch 1=l Previous in List = [=] Meotify

5. Select the Copy Bill option in the Select Bill Action section.

6. Inthe Copy Bill field, it is recommended that you enter your own invoice number consisting of the original
invoice number followed by a “CR” (“00000222789CR"). This practice may make it easier to find the
related invoices in the future. If you accept the default “NEXT", the system will assign the next available
number to the credit bill.
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7. Click the Save button. The Go To Bill Header — Gen Info link appears next to the new invoice number.

Step 2: Update the New Bill and Set Status to Ready

The copied bill is created with a status of “NEW”. Because the new credit bill will need to be netted with the
original bill, the credit bill should not be modified other than changing the amounts to negative, making sure that
the bill dates are correct, and adding any applicable notes. If you are crediting an older invoice that used the
“Crystal” format, you should change the format of the credit bill to the “XMLPUB” format at this time.

1. Click on the Go To Bill Header Info 1 link. The Billing General page of the new Credit Bill displays.
Note: Billing information from the original bill has populated into the Bill Status, Bill Type, Cycle ID,

Invoice Form, Bill Source, and Frequency Bill.

2. Click on the Standard Entry link. It is recommended that you use the Standard Entry option to view and

enter data.

3. Enter the Invoice Date or leave it blank and the field will be entered automatically when the Single Action
Invoice process runs. If you are crediting an older invoice that used the “Crystal” format, you should

change the format of the credit bill to the “XMLPUB” format at this time.

4. Click onthe Line — Info 1 tab and make the changes required to change this to a credit bill.

Favorites | Main Menu > Biling > Maintain Bils > Copy Single Bl > ExpressBiling > Standard Biling
2 New Win
Header - Info 1
]
Unit: R3201 Bill To: 0000000387 Pretax Amt: 14465 USD i
Invoice: 00000336815CR ENVIRONMENTAL Max Rows: 5
RESOURCES MGMT ERM
Al LA
=
Seq: 1 Line: Net Extended:
Table: D& identifier: APCS Q& pescription: Photocapying-over 100 copies
Quantity: 1.0000 From Date: 0310212016 [+
Unit of Measure: EA Q To Date: 03/02/2016 |[5
Unit Price: 144.6500 Line Type: REV Q [¥] Accumulate
Gross Extended: 144.65 Tax Code: Q [ Tax Exempt
Exempt Cert: Q
Less Discount: 0.00 P
Plus Surcharge: 0.00
Net Extended: 144.65
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 144 65
Go to: Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Entry
Summary Bill Search Line Search Navigation: Line - Info 1 V| Prev Nesxt
E save [\ ReturntoSearch |[Z] Notify | s Refresh Er Add
Header - Info 1 | Line - Info 1
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In this example, we will billed $50.00 more than we should have so we will enter a credit (negative) $50

amount.

Fa\m'rtes I'-'IainTMenu 3 Bl'ng » I'-'Ia'rl'ulhBls > Copy Single Bll > Express Biling > Standard Biling
&5 New Win

Header - Info 1 le-lrfuj

Unit: R3201 Bill To: 0000000387 Pratax Amt: ‘[14.65_ uso
Invoice: 00000336815CR ENVIRONMENTAL T &  max Rows: [ 5 B E
RESCURCES MGMT ERM
Tol1 E Lasi
=)
Seq: 1 Ling: Met Extended: 144 65
Table: o @ \dentifier: AFCS aQ Description: Fhotocopying-over 100 copies
Quantity: 1.0000 From Date: 02022016
Unit of Measure: [EA Q To Date: [0xi02i2016 [
Unit Price: Line Type: [REV @ [ Accumulate
Gross Extended: i 14485 Tax Code: i @ [CI7ax Exempt
Exempt Cert: | a
Less Discount: 0.00 M
Plus Surcharge: 000
Net Extended: 14465
VAT Amount: 0.00
Tax Amaount: 0.00
Net Plus Tax: 144 65
Goto: Line Infa 2 Tax Accounting NiscountSurchange
Motes Express Enirv
Summary Bill Search Line Search Navigation: | Line -info 1 V| Ereyv Med
& Save S\ RelumioSearch [=] Motify | | s Refresh [Ee-Add:| |of5]dipdate/Dispiy

Header-info 1| Line - Info 1

5. Click the Save button and the below message will display indicating that the “Entry Type IN is not correct

for the sign of the net extended amount.”

[ Message '

Entry Type IM is not correct for the sign of the net extended amt. (12500,217)

The Entry Type specified is not correct for the sign of the net extended amount.

LK
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Click on the OK button and the Line Info — 2 tab displays with your cursor in the Entry Type field.

7. Notice that “IN” (Invoice) is displayed in the Entry Type field. Click on the Entry Type Lookup and select
“CR” (Credit).
Favortes Main Menu > Biing > MantainBils : CopySingleBil : ExpressBiing » Standard Biling
&5 New Wing
Unit: R3201 Bill To: 0000000387 Pretax Amt: -50.00 USD %
Invoice: 00000336815CR ENVIRONMENTAL RESOURCESZ| [ Max Rows: [ 5 3 [=
MGMT ERM
: FHE
Seq: 1 Line: Net Extended: -50.00
Table: D QL jgentifier: APCS Q Description: Photocopying-over 100 copi
Purchase Order: Line: System Source:
Contract No: Q Line: Entry Type: CR Q
Contract Date: ] Type: | Entry Reason: Q
SubCustomer 1:
SubCustomer 2: Revenue Recognition Basis:
Use Effective Dated Price on Recurring Bills ice Lials V.
AR Level: Bill Ling is AR Open tem AR Option: Use Line for Distribution GL Level: Bl Creates GL Accd Enfries
Goto Line info 2 Tax Accounting Discount/Surcharge
Notes Express Eniy o .
Summary Bill Search Line Search Havigation: Ling - Info 2 V| | Prev Hext

8. Selectthe Line — Info 1 option from the Navigation drop-down list to navigate back to the Bill Lines

page.

RESOURCES MGMT ERM

Sl Find | View Al First K1 1.0f 1 D' L ast

=

Seq: 1 Line: Het Extended: -50.00

Table: D @ |gentifier: APCS Q. pescription: Phatocopying-over 100 copies
Quantity: 1.0000 From Date: 0310212016 [

Unit of Measure: EA Q To Date: 03/02/2016 |[5)

Unit Price: -50.0000 Line Type: REV Q  [¥Accumulate

Gross Extended: -50.00 Tax Code: @ [JTax Exempt

Exempt Cert: | Q

Less Discount: 0.00 P

Plus Surcharge: 0.00

Het Extended: -50.00

VAT Amount: 0.00

Tax Amount: 0.00

Net Plus Tax: -50.00
Goto Line Info 2 Tax Accounting DiscountiSurcharge
Notes Express Entry Page Series
Summary Bill Search Ling Search Navigation: Line - Info 1 ™ | Prey Next

) save | RetumtoSearch| [ Notity | @ Refresh

Header - Info 1 | Line - Info 1

Favorites | Main Menu : Biling > Maintain Bils > Copy Single Bl > Express Biling > Standard Biling
E New Wir|
Header - Info 1 m
Unit: R3201 Bill To: 0000000387 Pretax Amt: -60.00 UsSD
Invoice: 00000336815CR ENVIRONMENTAL E [E maxrows: 5 B &

[E+ Add Update/Display

9. Click on the Save button.

10. A system message appears indicating that approval will now be required. Click the OK button.
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Appraoval for this bill is currently not required. The Bill Approval Status will be
settoinitial if saved.

Approval will then be required and the bill must be submitted for approval.
Press OK to save or Cancel to not Save.

Cancel

11. UPDATE BUDGET DATES! If you are crediting an invoice that was posted to a prior budget period, you
must manually update the Budget Date for each bill line of the credit bill to be the same as the original
invoice date. For example, if you are processing a credit on July 1, 2014 (FY15) for a bill that was
invoiced on June 15, 2014 (FY14), you will need to enter a budget date of June 15, 2014, on each credit

bill line or a different budget period than intended will be affected.

To update the Budget Date, click on the Accounting Link in the Go To section or select Acctg —

Rev

Distribution from the Navigation drop-down listing and enter the correct Budget Date on each bill line.

Note: When you use the SWIFT Adjustment functions to credit a bill, the Budget Date field on the credit

bill is automatically updated to be the same as the original bill.

Faw.Lﬂtes Main Manu > BﬂJg > Maintain Bils > CopySinghe Bl » BExpressBllng > Standard Biing

Header - info 1 Line - Info 1

Unit: R32201 Bill To: 0000000287 Pretax Amt: -30.00 USD & S
Invoice: 00000336815CR ENVIRONMENTAL z] 2] max Rows: 5 [T =
RESOURCES MGMT ERM

Seq 1 Line: Net Extended: -50.00
Identifier: APCS Description: Photocopying-over 100 coples

Bl Creates GL Acct Enltries

Code Fund Fin DeptiD ApproplD Account Amount Budget Date Stat Stat Amit UOM
[#] =l [apcs q, [2001Q, [Razeooo(@, R22P101Q, [553000Q -50.00psna2015 [f§ Q||
< >
Percent: 100.00 Amount: -50.00 Gross Extended: -50.00
Gaoto: Line info 2 Tay Accounting Discount'Surcharge
Motes Exprass Entry
Summan Bill Search Line Search Navigation: | Acctg - Rev Distribulion V| Prev Mex
@ save | | L RetnitoSesrch | =] Notity | | s Refresh Es add

Header - Info 1 | Line - Infa 1 | Acclg - Rev Distribution

) New Winday

ng | View A1 First 51 4 or 1 13 ast

12. Optionally, click on the Header Notes link and enter any notes.
13. Click on the Header — Info 1 tab and change the bill Status to “RDY” (Ready).

14. Click on the Save button and the Approvals link becomes available.
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Step 3: Submit the Credit Bill for Approval

All credits require approval.

1. From the Header — Info 1 tab, click on the Approvals link in the Go to section. The Approvals page
displays.

FER'IIL['HIEE MainvMenu = Billlng b Maintgin Bils > Copy Single Bl > ExpressBiing > Standard Biling

Approvals
Business Unit: R3201
Invoice: 00000336815CR
Pretax Amount: -50.00
Approval Status: Initial
Comment: These comments will not display when the completed invoice is @

viewed in the system.

Wiew Supporing Documentation
Submit for Approval Preview Approvals

QK Cancel Refresh

2. Enter a comment, if applicable.

3. Click on the Submit for Approval button and click OK at the message. You are returned to the Header
Info 1 page.

x|

The invoice has been submitted for approval. (12508, 16)

OK

4. Once the Credit Invoice has been approved, it must be processed through the Single Action Invoice
process. You can monitor the approval status through your Worklist and from the Bill Summary Info 2
page for the Credit Invoice. To navigate to the Bill Summary Info 2 page:

a. Navigation Links: Billings, Review Billing Information, Summary.

b. Atthe Bill Summary search page, verify your Business Unit and enter the Invoice Number.
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Bill Summary Info

Unit: R3201 Invoice: 00000219987CR
GL Level: Bl Creates GL Acct Entries
AR Level: Bill Line is AR Open ltem
AR Option: Use Line for Distribution
Pre-Load Status: Pending
Budget Check Status: Mot Budget Checked
Approval Status: Pending

Attach Invoice Image

VAT Defaults Applied GL Entries Created

Invoice Printed AR Pending Iltem Created

EDI Sent

Currency Converted

Email Sent
Go Header Info 1 Address MNotes
to:
Bill Search Line Search

[§] save | [SF Returnto Search |[] Notify

Bill Summary Info | Bill Summary Info 2

Note: the Approval Status is “Pending” at this time.
Step 4: Run the Single Action Invoice Process

After the credit bill has been approved, the following actions must take place before the credit is fully processed
and applied to the customer’s account in AR:

Module Process

Billing Single Action Invoice Process. Refer to the “Running the Single Action
Invoice Process” topic for instructions. This process creates a pending
item in AR. Typically the person who creates bills does not have the
security access to also run the Single Action Invoice process.

Accounts Receivable | ARUpdate Process. This process runs automatically several times a day
or it can be run manually. It posts invoices (open items) to customer
accounts in AR. Typically the person who creates bills does not have the
security access to also run the ARUpdate Process. Refer to the “Running
the ARUpdate Process” topic in the Accounts Receivable Advanced User
Guide.

Accounts Receivable Maintenance Worksheet. This process matches the credit invoice to the
original invoice and closes the items. Refer to the “Applying Credit Bills or
On Account Amounts” topic in the Accounts Receivable Advanced User
Guide.

Having completed this topic, you should now be able to:
e Use the Copy a Single Bill Process to Credit a Bill
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Adjusting Bill Lines
Topic Overview

Most agencies use the Credit an Entire Bill process covered in the previous topic. However, there may be
instances when you want to adjust selected lines on an invoice. The Adjusting Bill Lines Process enables you to
adjust specific bill lines for an invoice, rather than crediting the entire bill. The Adjust Bill Lines Process includes
different options as described below:

Option Description

Credit Line Use this option to create a reversal line for each selected line.

Create Reversal and Use this option to create two lines, one that credits the original line

Rebill selected and one that reflects the adjustment.

Create Net Most likely you would create a new bill, rather than use this option. This
Adjustment (+) Only option is used to make a positive amount adjustment to a line on an

(Not covered in this existing invoice. For example, you may have entered a quantity of 30 and
topic) it should have been 40. You could use this feature to add an additional

guantity of 10.

After completing this topic, you should be able to:

e Credit Bill Line

e Create Bill Line and Rebill
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Process Steps

Adjust Selected Lines

This topic covers two options included in the Adjust Bill Lines process:

e Option 1: Credit Line(s)
e Option 2: Create Reversal and Rebill
Option 1: Credit Line(s)

Use this option to select one or more lines of an invoice to credit, rather than crediting the entire bill. A credit bill
with a status of “NEW?” is created for the selected lines.

WARNING! Because the new credit bill will need to be netted with the original bill, the credit bill should not be
modified other than ensuring that the bill dates are correct and adding any notes. If you are crediting an older
invoice that used the “Crystal” format, you should change the format of the credit bill to the “XMLPUB” format at
this time.

Begin by navigating to the Adjust Selected Bill Lines page.

1. Navigation Links: Billing, Maintain Bills, Adjust Selected Bill Lines.

2. Atthe Adjust Selected Bill Lines search page, enter your Business Unit and the Invoice number that you
want to credit and click the Search button.

3. Click on the Invoice Link in the Search Results section. The Adjust Selected Bill Lines page displays.
4. Inthe Line Adjustment Parameters section, select the Adjust Selected Lines option radio button.

5. Click on the Line Opt drop-down and select the Credit Line option.

Fa\rovrtes Mainyenu 3 Bi\lv\ng > Maintgin Bils > Adjust Selected Bil Lines

Enewwindow P Help [& Personalize Page ]

Adjust Selected Bill Lines

Unit: R3201 Bill To: 0000000004 Conestroga-Rovers & Associales
Invoice: 00000030277 Invoice Amt: 117.70 usD

() No Bill Action "

@ Adjust Selected Lines Adjustment: 00000030277CR

[[] Add to Existing Bill Total Lines Adjusted:

Line Opt: Credit Line V‘

Adjustment Reason Default: Q

Set Filter Options

M References Dates Line Amounts

Select Line Seq Identifier Description B Het Extended Adjustment Reason
Extended

O 1 3 Mailing Costs 6.70 6.70 QL
O 2 1/APCS Photocopying-over 100 copies 97.00 97.00 Q
z 2 ATAZ Technical Assistance 14.00 14.00 (&}
Select Al Clear All
B save S\ ReturntoSearch +E Previous in List [=] Notify | |l Refresh
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6. Click the Adjustment Reason Lookup and select “CREDITMEMOQ". This reason will be automatically
populated to each selected bill line.

7. Inthe Adjustment Results section, it is recommended that you enter your own Credit Bill Number
consisting of the original invoice number followed by “CR” (“00000219993CR?"). This practice may make it
easier to find the related invoices in the future. If you accept the default “NEXT” in the Credit Bill field, the
system will generate the next available number after you save.

8. Inthe Select Bill Lines section, select the Line(s) you want to credit. The Adjustment Reason populates
with the reason you selected earlier.

9. Click the Save button to initiate the process. Header Info 1 and Bill Line Info 1 links appear in the Line
Adjustment Results section.

Fa\fovr'rtes MainvMenu > Billyg > Maintiin Bils » Adjust Selected Bil Lines
LElr-Jew Window 7 Help ._,/ Personalize Page
Adjust Selected Bill Lines
Unit: R3201 Bill To: 0000000004 Conestroga-Rovers & Associates
Invoice: 00000030277 Invoice Amt: 117.70 usD
®) No Bill Action _
O Adjust Selected Lines “Adjustment: 00000030277CR HeaderInfo 1
[] Add to Existing Bill Total Lines Adjusted: 1 Bill Line Info 1
Line Opt: Credit Line v|
Adjustment Reason Default: CREDITMEMCC, |  Eilter Options
Se er Optic
1 To 3 o 3
= 4] [} ]
References Dates Line Amounts [F=7H
Select Line Seq ldentifier Description Ext:r:gzz Net Extended Adjustment Reason
O 1 3 Mailing Costs 6.70 6.70 Q
O 2 1 APCS Photocopying-over 100 copies 97.00 97.00 Q,
3 2 ATA2 Technical Assistance 14.00 14.00 |CREDITMEMO
¥ Select All Clear All
El Save L Returnto Search | +E| Previous in List [Z] Notify = i Refresh
10. Click on Bill Line - Info 1 link and the Billing General page appears for the new credit invoice.
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Favorites | Main Menu » Biing > Maintain Bils > Adjust Selected Bil Lines > Express Biling

Billing General

E New Window ? Help E,/'F'ersonalizeF'age ,hﬂ

Unit: R3201 Invoice: 00000030277CR Pretax Amt: -14.00 USD
Bill Status: NEW Q Invoice Date: El
*Bill Type: MSC Q Bill Source: ONLINE Q

Cycle ID: ON_DEMAND Q *Frequency: Ele]
*Invoice Form: CRYSTAL &

~ Customer Information

“Customer: 0000000004 Q. SubCustt:

Conestroga-Rovers & Associates SubCust2:

v Address

+ Payment Information

}+ Header Detail
Lines to Add: 5 EE] E & maxRows: 5 B =
Bill Lines Personalize | Find | View Al B0 | B First K1 4 of 1 I ast
(W88 Net Amount ) Info1 ) Info2 [ Productinfo || Orderinfo [ Shipinfo [ Miscinfo | Projectinfo | ServiceInfo | O]
_ . . . oo Gross AR
Sel Seq Line Table Identifier Description Quantity UOM Unit Price e T Revenue Account
0 1 D |q [aTA2 @ [Technical Assistar -1.0000 [HR Q| 14.0000] | -14.00 Account 553090 =
Goto: Copy Address Header Notes Standard Entry
Summary Bill Search Line Search
igation: Billing General v| Prev Next
|E save | &\ Retumtosearch | [Z] Notiry | | © Refresn | [Beaca]| [Eupsaiemepiay)

WARNING! The credit bill is created with a status of “NEW”. Because the new credit bill will need to be
netted with the original bill, the credit bill should not be modified other than ensuring that the bill dates
are correct and adding any notes. If you are crediting an older invoice that used the “Crystal” format, you
should change the format of the credit bill to the “XMLPUB” format at this time.

11. Click on the Standard Entry link. It is recommended that you use the Standard Entry option to view and
enter data.

Favorites | Main Menu > Ei'm »  Maintan Bl > Adjust Selected BlLines > Express Bing > Standard Bding

Header-info1 RN ERTER

ENewWindow 7 Help [ Personalize Page JBLn

Unit: R3201 Involce: 0000003027TCR Pretax Ami: -14.00 UsSD -

Status: [rEW @, Invoice Date: [ B cyclem: |ON_DEMAND aQ

“Type: [Msc QA source: [oNLINE @, “Frequency: Once vE @
*Customer: :(}DDGBUU#IJJ QA subcusti: SubCust2:

Conesiroga-Rovers & Associates

“Invoice Form: From Date: Pez42011  H  Topate: pez42011 |5
Accounting Date: [ 3 payTerms: [NET30 QU pay Method: Check v B
Remit To: [Ra201 A Bank Account: [poo la
Calon: [DEFALLT Q. Dl inguiny Phone; 517572182 Oy
Credic [pEFALLT A collector [pEFALLT Q
Hiller: [isPEC Q. Biling Authority: [Eisup a
Gota Header Info 2 Address Copy Address
Summan il Fi ing Search Navigation: [an“" = Info 1 VJ Prev Mext
& Save | SL RetumtoSesrch | [=] Moty | s Refresn Evadd| | Hovpdntensniy

Heaader - Info 1| Line - iafa 1
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12.

13.

Enter the Invoice Date or leave it blank and the field will be entered automatically when the Single Action
Invoice process runs.

WARNING REGARDING BUDGET DATES! The Budget Date from the original bill should have been
automatically entered on the Accounting Revenue Distribution for each line of the credit bill. This is
necessary so that the correct budget period is affected by the credit. For example, if you are processing a
credit on July 1, 2014 (FY15) for a bill that was invoiced on June 15, 2014 (FY14), the budget date of
June 15, 2014, should be used.

Fa'-'u'rkes

Mamyenu > B@'Iu > Mant@n Bills > Adjust Selected Bil Lhes » BwxpressBling > Standard Biling

E New Window 7 Help _c,/F'Elsunali;'E Pay

Unit:

Invoice:

Bill Line

Seq:

Bl Creates GL Acd Enlries

o WD)

Code Fund Fin DeptiD AppraplD Account Amount Budget Date  Stat Stat Amt UOK

[#] [=] [aTaz @ [z001Q, [R3zeooor(y, RIP10MC, (5530000 [ Aaoofoaranntim@| [
L4 >
Parcent: 10:0.00 Amount: -14.00 Gross Extended: -14.00

Goto: Line info 2 Tax Accounting DiscountSurcharge
Notes Exprass Entry
Summany Bill Search Line Search Navigation: [ Acctg - Rev Distribution v Pey  Hed
& Save | L. RetumioSearch (=7 Nolify | s Refresh [Eh Add

Header - Info 1] Line - infa 1 | Acctg - Rev Distibution

R32201 Bill To: 0000000004 Pretax Amt: -14.00 USD gk
00000030277CR Conestroga-Rovers & = [2] max Rows: 5 7 [=
Associales

“Find] View Al Fyat B 4 o1 L2 [ ant

1 Line: Net Extended: -14.00
Identifier: ATAZ Description: Technical Assistance

il q org LA (gt

14.
15.
16.
17.
18.

Optionally, click on the Header Notes link and enter any notes.

On the Header — Info 1 page, click on the Status lookup and select “RDY” (READY).
Click the Save button. The Approvals link displays in the Go to section.

Click on the Approvals link. The Approvals page displays.

Enter a comment, if applicable.
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Favorites : Main Menu » Biling
- - -

Approvals

» Maintain Bils > Standard Biling
-

Information after the credit is in invoiced.

Business Unit: R3201

Invoice: 00000030277CR

Pretax Amount: -14.00

Approval Status: Initial

Comment: Comments entered here cannot be viewed from Review Billing

View Suppaorting Documentation

Re-Submit for Approval

Preview Approvals

OK Cancel Refresh

19. Click on the Submit for Approval button and click OK at the message. You are returned to the Header

Info 1 page.

20. Once the Credit Invoice has been approved, it must be processed through the Single Action Invoice
process. You can monitor the approval status through your Worklist or from the Bill Summary Info 2 page

for the Credit Invoice. To navigate to the Bill Summary Info 2 page:

a. Navigation Links: Billings, Review Billing Information, Summary.

b. At the Bill Summary search page, verify your Business Unit, enter the Invoice Number and click the
Search button.

Bill Summary Info

4=\ Return to Search

Bill Summary Info | Bill Summary Info 2

Favorites | Main Menu > Biling > Review Biling Inforrmation > Summary

Unit: R3201 Invoice: 00000030277CR
GL Level: Bl Creates GL Acct Entries
AR Level: Bill Line is AR Open ltem
AR Option: Use Line for Distribution
Pre-Load Status: Pending
Budget Check Status: Mot Budget Checked
Approval Status: Pending
+| Attach Invoice Image
VAT Defaults Applied GL Entries Created
Invoice Printed AR Pending ltem Created
EDI Sent
Currency Converted
Email Sent
Go Header Info 1 Address MNotes
ta:
Bill Search Line Search

+E MextinList [=] Motify

Note: the Approval Status is “Pending” at this time.
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After the credit bill has been approved, the following actions must take place before the credit is fully processed
and applied to the customer’s account in AR:

Module

Process

Billing

Single Action Invoice Process. Refer to the “Running the Single Action
Invoice Process” topic for instructions. This process creates a pending
item in AR. Typically the person who creates bills does not have the
security access to also run the Single Action Invoice process.

Accounts Receivable

ARUpdate Process. This process runs automatically several times a day
or it can be run manually. It posts invoices (open items) to customer
accounts in AR. Typically the person who creates bills does not have the
security access to also run the ARUpdate Process. Refer to the “Running
the ARUpdate Process” topic in the Accounts Receivable Advanced User
Guide.

Accounts Receivable

Maintenance Worksheet. This process matches the credit invoice to the
original invoice and closes the items. Refer to the “Applying Credit Bills or
On Account Amounts” topic in the Accounts Receivable Advanced User
Guide.
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Option 2: Create Reversal and Rebill

Use this option to create two lines, one that credits the original line selected and one that reflects the adjustment.
Begin by navigating to the Adjust Selected Bill Lines page.
1. Navigation Links: Billing, Maintain Bills, Adjust Selected Bill Lines.

2. Atthe Adjust Selected Bill Lines search page, enter your Business Unit and the Invoice number that you
want to credit and click the Search button.

3. Click on the Invoice Link in the Search Results section. The Adjust Selected Bill Lines page displays.
4. Inthe Line Adjustment Parameters section, select the Adjust Selected Lines option radio button.

5. Click on the Line Opt drop-down and select the Credit Reversal and Rebill option.

Favorites | Main Menu : Biling > Maintain Bils > Adjust Selected Bil Lines
ENewWindow 7 Help [P

Adjust Selected Bill Lines

Unit: R3201 Bill To: 0000000009 Seneca Group
Invoice: 00000030022 Invoice Amt: 175.80 usD

O No Bill Action )

® Adjust Selected Lines Adjustment: 00000030022CR

[addto Existing Bill Total Lines Adjusted:

Line Opt: Create Reversal and Rebill V|

Adjustment Reason Default: CREDITMEMC G

Set Filter Options

B
i
E
E

) References Dates Line Amounts

Select Line Seq ldentifier Description Ext:r:gzz Net Extended Adjustment Reason
| 1 4 Mailing Cost 10.00 10.00 a,
O 2 3ACD3 Compact Disc (CD) 0.60 0.60 &}
3 1APCH Photocopying-over 100 copies 137.20 137.20 |CREDITMEMO ),
O 4 2/ATAZ Technical Assistance 28.00 28.00 a,
i Select All Clear All

E save LS\ ReturntoSearch |[Z] Notify = L Refresh

6. Click the Adjustment Reason Lookup and select “CREDITMEMO?”. This reason will be automatically
populated to each selected bill line.

7. Inthe Adjustment Results section, it is recommended that you enter your own Credit Bill Number
consisting of the original invoice number followed by “CR” (“00000219993CR?"). If you accept the default
“NEXT” in the Credit Bill field, the system will generate the next available number after you save.

8. Inthe Select Bill Lines section, select the Line(s) you want to credit and rebill. The Adjustment Reason
populates with the reason you selected earlier.

9. Click the Save button to initiate the process. Header Info 1 and Bill Line Info 1 links appear in the Line
Adjustment Results section.
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Favorites @ Main Menu >
- i -

Bil\ivng > Maint@in Bils » Adjust Selected Bill Lines

Adjust Selected Bill Lines

2 New Window ? Help F

Select Bill Lines

Unit: R2201 Bill To: 0ooooooooe Seneca Group
Invoice: 00000030022 Invoice Amt: 175.80 usD
Line Adjustment Parameters Line Adjustment Results
C No Bill Action L
® Adjust Selected Lines Adjustment: 00000030022CR
["]Add to Existing Bill Total Lines Adjusted:
Line Opt: | Create Reversal and Rebill V|
Adjustment Reason Default: CREDITMEMC Q, Sel Filter Options
1 To s DEEE

Personalize | Find |

" (L CLEET © References || Dates | Line Amounts
Select Line Seq Identifier Description Exte(;l:g:: Net Extended Adjustment Reason
O 1 Pl Mailing Cost 10.00 woo| @
0 2 3ACD3 Compact Disc (CD) 0.60 os0[ &
3 1APC5 Photacopying-aver 100 copies 137.20 137.20 [CREDITMENO Q)
O 4 2ATAZ Technical Assistance 23.00 0 o
Select All o Clear All

|E) save | £ RetumtoSearch |[S] Notify | | s Refresh

10. Click on Bill Line - Info 1 link and the Billing General page appears for the new credit invoice. Note: The
Bill Lines section shows two lines, a negative for the credit and a positive amount that will be used for
the rebill entry.

Favorites | Main Menu >
El -

Billing General

Bi\lv\ng > Maingin Bils » Adjust Selected Bil Lines > Express Biling

ENew Window 7 Help [ Personalize F

~ Customer Information

Unit: R3201 Invoice: 00000030022CR Pretax Amt: 000 USD
Bill Status: NEW Q Invoice Date: [

*Bill Type: MsC < Bill Source: ONLINE Q

Cycle ID: ON_DEMAND Q “Frequency: =
*Invoice Form: CRYSTAL Q

*Customer: 0000000009 Q SubCust1: I:I
Seneca Group SubCust2: I:l
» Address

+ Header Detail

Lines to Add:
Bill Lines
" Lne YOO Amount |/

+ Payment Information

[ mE®

[ 2] max Rows: 5 [F [z

Personalize | Find
Info1 | Info2  Productinfo ' Qrderinfo | Shipinfo [ Miscinfo | Projectinfo | Serviceinfo | [¥)

Gross AR

Sel Seq Line Table Identifier Description ‘Quantity UOM Unit Price Extended |Account Revenue Account
| 1 D | [aPcs a [Phatocopying-over| | [ -686.0000/[EA @ 0.2000 -137 20 | Account 553090 =
O 2 D | [aPcs @ [Photocopying-over | [ 586.0000/[EA @ 0.2000 137.20 Account 553090 =
Goto: Copy Address Header Notes Standard Entry
Summary Bill Search Line Search Page Series
[ Billing General v [Prev New

gation:

/@ save | |L Retunto

Search | |[Z] Nolity | | @ Refresh |

[Ewadd] [Eupdaicbisplay]
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11. Click on the Standard Entry link. It is recommended that you use the Standard Entry option to view and
enter data, especially if you are entering bill line information.

12. Click on the Line — Info 1 page. In this example, the original quantity was 686 and it should have been
575.00. We will leave the credit Line 1 as it is, and adjust the rebill Line 2 from 686 to a quantity of 575.

The Net adjustment is now $-22.20.

Favorites .~ Main Menu > Biling > Maintain Bils > Standard Biling
D NewWindow ? Help [ Personalize
Header-Info1 |
Unit: R3201 Bill To: 0000000009 Pretax Amt: 2220 USD i
Invoice: 00000030022CR Seneca Group Max Rows: 5
[ 0
=
Seq: 2 Line: Net Extended: 115.00
Table: D QA |dentifier: APCS Q. Description: Photocopying-over 100 copies
Quantity: 576.0000 From Date: 07/28i2011 |5
Unit of Measure: EA Q To Date: 07/28/2011 [
Unit Price: 0.2000 Line Type: REV Q  [VAccumulate
Gross Extended: 115.00 Tax Code: Q [ Tax Exempt
. . Exempt Cert: Q
Less Discount: 0.00
Plus Surcharge: 0.00
Het Extended: 115.00
VAT Amount: 0.00
Tax Amount: 0.00
Het Plus Tax: 115.00
Go to: Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Entry
Summary Bill Search Line Search Navigation: Line - Info 1 v| | Prev Next
Return to Billing
B Save [\ Returnto Search | |[Z] Notify | ¢}, Refresh Es Add
Header - Info 1 | Line - Info 1

13. WARNING REGARDING BUDGET DATES! The Budget Date from the original bill should have been
automatically entered on the Accounting Revenue Distribution for each line of the credit bill. This is
necessary so that the correct budget period is affected by the credit. For example, if you are processing a
credit on July 1, 2014 (FY15) for a bill that was invoiced on June 15, 2014 (FY14), the budget date of

June 15, 2014, should be used.
14.

On the Header — Info 1 tab, enter the Invoice Date or leave it blank and the field will be entered

automatically when the Single Action Invoice process runs. If you are crediting an older invoice that used
the Crystal format, you could also change the format of the credit bill to the XMLPUB format at this time.
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Favorites © Main Menu > Biling > Maintain Bils > Standard Biling

Unit:

Status:
*Type:

*Customer:

Seneca Group

*Invoice Form

Accounting Date:

Remit To:
Sales:
Credit:
Biller:
Goto:
Notes

Summary

i Line - Info 1
R ¥
R3201 Invoice: 00000030022CR Pretax Amt: -22.20 USD
RDY 2 Invoice Date: H  cyclen: ON_DEMAND Q
MSC . source: ONLINE @, “Frequency: (=]
0000000009 Q. SubCust1: SubCust2:
. XMLPUB . From Date: 07/28/2011 B ToDate: 07/28/2011 |[5)
Bl payTerms: NET30 A pay Method: Check
R3201 @ Bank Account: 0001 Q
DEFAULT Q. Bill Inquiry Phone: 6517572182 |Q,
DEFAULT Q  Collector: DEFAULT Q
BISPEC Q. Billing Authority: BISUP Q
Header Info 2 Address Copy Address
Express Entry
Bill Search Line Search Havigation: |Header— Infa 1 "| rev Ile

Return to Billing

F save

L Return to Search

Header - Info 1 | Line - Info 1

£ New Window  ? Help

[# Personalize Page &, ity

v B

[=] Motify | | s Refresh

E¥ Add

15. Optionally, click on the Header Notes link and enter any notes.

16. If you are crediting an older invoice that used the “Crystal” format, you should change the format of the bill
to the “XMLPUB?” format at this time.

17. Change the Bill Status to “RDY” (Ready).

18. Click the Save button. The Approvals link displays in the Go to section.

19. Click on the Approvals link. The Approvals page displays.

Invoice:

Comment:

Approvals

Business Unit:

Pretax Amount:

Approval Status:

5

OK

ubmit for Approval

Favorites © Main Menu > Biling > Maintain Bils > Standard Biling
- - - -

R3201
00000030022CR
-22.20

Initial

Comments entered here are not viewable after the credit has
beeninvoiced.

View Supporting Documentation

Preview Approvals

Cancel Refresh

20. Enter a comment, if applicable.

21. Click on the Submit for Approval button and click OK at the message. You are returned to the Header

Info 1 page.
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22. Once the Credit Invoice has been approved, it must be processed through the Single Action Invoice
process. You can monitor the approval status through your Worklist or from the Bill Summary Info 2 page
for the Credit Invoice. To navigate to the Bill Summary Info 2 page:

a. Navigation Links: Billings, Review Billing Information, Summary.

b. Atthe Bill Summary search page, verify your Business Unit, enter Invoice Number and click the
Search button.

Favorites | Main Menu > Biling > Review Biling Information > Summary
- - - -

Bill Summoary Info

Unit: R3201 Invoice: 00000030022CR
GL Level: Bl Creates GL Acct Entries
AR Level: Bill Line is AR Open Item
AR Option: Use Line for Distribution
Pre-Load Status: Pending
Budget Check Status: Mot Budget Checked
Approval Status: Pending

+| Attach Invoice Image

VAT Defaults Applied GL Entries Created

Invoice Printed AR Pending ltem Created

EDI Sent

Currency Converted

Email Sent
o Header Info 1 Address Motes
to:
Bill Search Line Search View Audit Logs

L. Return to Search | |[=] Notify

Bill Summary Info | Bill Summary Info 2

Note: the Approval Status is “Pending” at this time.

After the credit bill has been approved, the following actions must take place before the credit is fully processed
and applied to the customer’s account in AR:

Module Process

Billing Single Action Invoice Process. Refer to the “Running the Single Action
Invoice Process” topic for instructions. This process creates a pending
item in AR. Typically the person who creates bills does not have the
security access to also run the Single Action Invoice Process.
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Module

Process

Accounts Receivable

ARUpdate Process. This process runs automatically several times a day
or it can be run manually. It posts invoices (open items) to customer
accounts in AR. Typically the person who creates bills does not have the
security access to also run the ARUpdate Process. Refer to the “Running
the ARUpdate Process” topic in the Accounts Receivable Advanced User
Guide.

Accounts Receivable

Maintenance Worksheet. This process matches the credit invoice to the
original invoice and closes the items. Refer to the “Applying Credit Bills or
On Account Amounts” topic in the Accounts Receivable Advanced User
Guide.

After completing this topic, you should be able to:

e Credit Bill Line
e Create Bill Line and Rebill
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View Adjustment History

Topic Overview

You can use the Adjustment History listing to view an invoice and a listing of the credits and rebills processed for
the invoice using the SWIFT Bill Adjustment processes.

Note: If you have used the Copy a Single Bill Process to credit a bill a second time, the credit will not display in
the View Adjustment History listing.

After completing this topic, you should be able to:

e View Invoice Adjustment History
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Process Steps

View Adjustment History

This topic covers how to use the Adjustment History feature to view an invoice and a listing of the credits and
rebills processed for the invoice using the SWIFT Bill Adjustment functions.

Steps to complete:

e Step 1: View the Adjustment History of an Invoice
Step 1: View the Adjustment History of an Invoice
Begin by navigating to the Adjustment History page.

1. Navigation Links: Billing, Review Billing Information, Adjustment History.

2. Atthe Adjustment History page, enter your search parameters.
Tip: If you created your own credit invoice number using the original number + CR or + RB, you can enter
part of the original number in the Invoice ID field and use the Contains operator.

Adjustment History

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

Maximum number of rows to return (up to 300); |300

Business Unit: = - R3201 @,

Invoice: contains  ~ |219995 @,

Bill Status: = - -
Customer: begins with - @&,
Contract: begins with +

Bills in Business Unit: = = @,
Template Invoice Flag: = - -

[[Icase Sensitive

Search Clear |Basic Search [gF Save Search Criteria

Search Results

Wiew All First [q] 1-3of3 [j] Last
Business Unit Invoice Invoice Type Bill Type ldentifier Bill Status Bill Source Customer  Contract Bills in Business Unit Template Invoice Flag
R3Z01 00000219995RE Rebill MSC Mew Bill [ONLINE 0000000004 (blank) R3201 No
R3201 00000219995CR|Cred Bill MSC Ready |[ONLINE 0000000004 (blank) R3201 Mo
R3201 00000219995 |Reqular MSC Invoiced OMNLINE 0000000004 (blank) R3201 Nao

3. Click on the Invoice link in the Search Results section. The Adjustment History page displays.
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Fa\.fc‘nrrites Mainlv'lenu > Biling > Review Biling Information > Adjustment History

Adjustment History

Unit: R3201

Invoice: 00000219985

Bill To: 0000000004 Conestroga-Rovers & Associates

Original: 00000219995

Prior: @ List All Bills : :
Next 00000219995CR © Invoiced Bills Only EelAsATRE b,
Latest: 00000219995RB

= 4 D

Invoice Status Inv Type |Inv Date Invoice Amount Currency
00000219885 INV REG 08/01/2014 400.00 USD
00000215995RB NEW ARB 400.00 USD
00000219995CR RDY ACR -400.00|USD

|5F Return to Search | 1] Previous in List =] Motify

The header of the Adjustment History page lists Business Unit, the Invoice number that was selected on the
Search page, the Customer number and name, along with the original Invoice number and related adjustments
Invoice numbers. In this example, the original invoice was credited and a rebill was created.

The Invoices Selected Field section displays more detailed information related to the invoices:

Field Description

Invoice Invoice Number.

Status Status of the Invoice: INV (Invoiced), NEW, RDY (Ready)

Inv Type Invoice Type: REG (Regular), ARB (Adjustment Rebill), ACR (Adjustment
Credit)

Invoice Date Invoice Date

Amount The amount of the invoice.

After completing this topic, you should be able to:

e View Invoice Adjustment History
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Approving Bills
Topic Overview

Approvals are required for all credit bills.

Once the bill is submitted for approval, it will be routed to the appropriate level of approval. The approver will use
the Worklist to review the bill and approve or deny the credit bill.

e When a bill is approved, the Approval Status changes from “Pending” to “Approved”.

Upon completion of this topic, you should be able to:

e Approve Credit Bills Using the Workflow
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Process Steps

Approve Bills

Once the bill is submitted for approval, it will be routed to the appropriate level of approval. The approver will use
the Worklist to review the bill and then, approve or deny the bill.

A Worklist is an organized list of the work items that need to be addressed. A link to the Worklist appears at the
top of the SWIFT Home page. From the Worklist, you can access item details, complete the required actions, and
mark items complete.

This topic briefly covers approving and denying bills that have been routed to your worklist. Detailed instructions
for using a Worklist are provided in the Swift Navigation Course.

Steps to complete:
e Step 1: Approve and Recycle bills using billing workflow
Step 1: Approve or Recycle Bills Using the Billing Workflow

1. Click on the Worklist link at upper right of SWIFT home page. The Worklist page appears displaying a list
of items waiting for review and approval. You can use the Links field in the Worklist table to identify
Credits and Write-offs waiting for approval.

Favortes | Main Menu Worklst Wodkist

Worklist for

Work List Filters:

Erom

Olson Jennifer

Dls on Jenniler

Dafe From

OAMN12014 | Approval Routing

DED12014

Work item

Worked By Acthvity

Approval Woskdlow

Approval Routing | Approval Workdo

Eriority

1-High

1-High

¥ itk

2. Click on the Link for the credit bill in the list that you want to review. The Header - Info 1 page appears.
3. Review the credit bill Header and Line information.

4. Return to the Header - Info 1 page and click on the Approvals link to approve or deny the bill.
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IApprovals

Business Unit: R3201

Invoice: 00000221311

Pretax Amount: -16.37

Approval Status: Pending

Comment:

Wiew Supporting Documentation

Cancel Approval Process Restart Approval Process

Approve Deny

OK Cancel Refrash

5. Enter a comment, if applicable.
6. Click on the Approve button or the Deny button.
7. Click OK at the system message.

e If the bill is approved, the approval status on the Billing Summary Info 2 page changes from “Pending”
to “Approved” and the bill can now be processed by the Single Action Invoice process.

8. Click the Save button.
9. Return to the Worklist to process remaining items by clicking on the Worklist link.

Having completed this topic, you should now be able to:

e Approve Credit Bills Using the Workflow
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Lesson Summary

This lesson covered the different options available to credit entire bills or selected bill lines. We also viewed
adjustment history in SWIFT. Finally, a brief look at the approval process was provided.

Having completed this lesson, you should now be able to:

e Credit an Entire Bill

e Credit an Entire Bill and Update a New Bill

e Credit a Bill Using the Copy Single Bill Process
e Credit Bill Line(s)

e Credit Bill Line(s) and Rebill

o View Adjustment History

e Approve Bills
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Course Summary

The Lessons in the Billing Advanced course include:

e Course Overview

e Creating Bills

e Working with Billing Interface

e Processing Non-Consolidated Bills

e Adjusting Bills
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Key Billing Advanced Terms

Term

Term Definition

Account

The Account ChartField classifies the nature of a transaction such as
"cash" and "supplies." The values in this field determine whether it is an
asset, liability, equity, revenue or expenditure. All transactions in
SWIFT will have an Account. See "ChartField."

Accounting Date

The accounting date is the date a transaction is recognized versus the
date the transaction actually occurred (although the two dates can be
the same). Accounting date determines the period in the General
Ledger to which the transaction is to be posted. A user can only select
an accounting date that falls within an open period in the ledger to
which s/he is posting.

Accounting Period

The fiscal accounting period is identified by one or two digits beginning
with 1 for July and ending with 12 for June. It is used to provide
reporting on an accrual basis.

Accounts Receivable

Accounts receivables are created when the state provides a service or
assesses a fine or tax and then later sends a bill requesting payment.

AP

Accounts Payable module.

Appropriation

An appropriation legally authorizes spending or the collection of
receipts as specified in session laws or state statutes.

Appropriation ID (Approp
ID)

The appropriation ID is a 7-character alphanumeric identifier. It
indicates a single appropriation account that controls the total amount
of an agency's expenditures.

AR Accounts Receivable module.

ARUpdate This process creates an open item or invoice in Accounts Receivable
and prepares the related accounting entries to be picked up by GL.

Bl Billing module.

Bill Line Adjustment

Refers to adjusting a single line on a bill. Once an adjustment is made
to a line, that same line cannot be adjusted again.

Budget Check

Budget checking is the process of validating the transaction against the
available budget.

Budget Check Errors

Budget checking is the process of validating the transaction against the
budget. Errors are generated when the budget check process is run.
Budget check errors may result from using an incorrect fund on a
transaction.

Business Unit

For the State of Minnesota, the Business Unit typically corresponds to
an agency with the exception of the General Ledger. The GL business
unit is at a statewide level (i.e., MN0O1)
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Term

Term Definition

Chart of Accounts

Chart of Accounts consist of eight Standard ChartFields and six
Project/Grant ChartFields. When combined the ChartFields define
specific transactions. End-users must be familiar with the ChartFields
and their definitions for use in procurement, budgeting, month-end
reporting and labor cost distribution. These ChartFields are required to
define the appropriate funding source.

ChartField

The Chart of Accounts is comprised of informational fields that provide
the basic structure to segregate and categorize transactional and
budget data. Each Chart of Accounts field is called a ChartField.
Statewide Reporting ChartFields are: Fund, Department ID (also known
as Financial Department ID), Appropriation ID, Account, and Statewide
Cost (optional field). Optional Agency Reporting ChartFields are:
SubAccount, Agency Cost 1 and Agency Cost 2. Project/Grant
Reporting ChartFields are: PC Business Unit, Project, Activity, Source
Type, Category, and Sub-Category.

Consolidated Bill

The Consolidated Bill process is not used in Minnesota.

Customer

Invoices are created and sent to a business, individual or to another
agency to bill them for a product or service. They are considered a
Customer. Payments are received from the customer and applied to the
outstanding item.

Each business or individual customer has a Customer ID. Either it is
generated by the system or you can create your own.

Agency customers have a pre-determined Customer ID and should not
be changed.

Customer Contact

A department or agency typically corresponds with a specific person at
a customer site.

Customer Information

Data such as address and contact information relating to the customer
is maintained by each business unit.

Fin Dept ID

Fin Dept ID (financial department identifier) represents the
organizational function to which expenditures and other activities must
be applied. The department structure should represent the
organizational structure of an agency or department. Combined with
other ChartField values, Department IDs form the basis for department
budgets that track revenues and expenditures.

Fund

Fund is an independent fiscal and accounting entity with a self-
balancing group of accounts, recording cash and/or other resources
together with all related liabilities, obligations, reserves and equities.
They are split out for the purpose of carrying on specific activities or
attaining certain objectives in accordance with special regulations,
restrictions or limitations. See "ChartField."

GL

General Ledger module.

Installment Billing

Installment billing is a type of bill that can be set up to automatically to
bill a total amount in user-defined increments.
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Term

Term Definition

Invoice

In the Bl module, an invoice is a bill that has been printed. The invoice
ID becomes the AR Open Item.

Each invoice has a unique invoice ID. The system generates the
invoice ID or the user can create his or her own invoice ID. It can be
alphanumeric.

Item

Each Bill created in SWIFT Billing has a unique Invoice ID. When it is
moved into AR, it has an Item ID which is the same as the Invoice ID.
Each Item ID reflects the Invoice Bill Line.

Journal

A journal consists of a header and either detailed or summarized entry
lines.

Journal Generator

Journal generator is the process of creating a journal in GL from the
subsystem accounting line tables like AP, AR, Inventory, etc.

Location

A location is a series of business rules agreed to between the vendor
and the state entity. Locations enable a user to indicate the different
types of addresses a customer has, e.g., one to receive bills, another
for shipping, a third for postal deliveries, and a separate street address.
Each of these addresses has a different location number. A location
stores information about how the state or agency does business with a
given vendor. For example, payment terms, discounts, etc.

Open Periods

An open period is an Accounting period in which transactions can post
to a sub-module or the GL.

Payment Money received to be applied to an item or direct journal.

Pay Terms Payment terms are the customer rules that determine due dates, and
amounts, and due date grace periods.

Posting Posting is the process by which accounting entries are created or

updated based on user transaction input and accounting entry
templates.

Posting Status

The status in the AR module identifies whether or not an item, payment,
etc., has been posted. Statuses may include: Posted, Not Posted,
Pending, etc.

Process Instance

Process instance is the number the system assigns each job that runs
in background processing. Users may use process instances to re-run
a process or when communicating processing errors.

Process Scheduler

The scheduler is a process that performs tasks behind the scenes. It
can run several kinds of processes on a regular schedule or at user
request, at a user workstation or on a server.

Query

Query is a reporting tool that retrieves information from the SWIFT
database.

Query Viewer

Query viewer allows users to search for and view data but users cannot
add, change or delete the information.
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Term Term Definition

Run Control ID A process run control enables users to predefine parameters that are
later used to a given process request. Using the same run control ID
allows a user to pull in the values used to run the last instance and
apply them to a new instance.

Setting Items to Post When an item is set to post, AR will be updated and GL will be posted
the next time the AR update process is run. Batch standard tells the
system to process the next time AR Update is run.

Staging Tables Tables used to hold data before a process is run.

Workflow Workflow refers to the way in which work flows through the multiple
steps of business processes. For example, when a credit bill is entered
into the system, the bill will go through an approval process where
someone else reviews and approves the credit. This workflow process
includes notifying the different people involved via email or worklist
updates that they are required to take the next step in a process.
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Appendix

Standard Bill Entry Pages Listing

The following table lists the Standard Bill Entry pages available in SWIFT and identifies whether they are used in

Minnesota and their purpose.

# | Billing Page Page Used/Not Used in MN

1 Header — AR Distribution Data is automatically generated by the system. No user input
required.

2 | Header —Info 1 Used to enter Bill Header information.

3 Header — Misc Info Used to manually enter PO (Purchase Order) number which
displays on Invoice. Grant Module contract information
automatically populates on this page.

4 Header - Note Used to enter Bill Header notes that display on invoice (standard,
internal, or manual).

5 Header - Project Info Used to manually enter project information that applies to the entire
bill.

6 Line — Info 1 Used to enter Bill Line information.

7 Line — Info 2 Used to change Entry type for Credits created using the Copy Bill
process.

8 Line — Misc Info Used to enter a start date and an end date but these dates do not
display on the invoice. Information is in the system and reports
through to AR.

9 Line - Note Used to enter Line Notes (standard, internal, or manual). Internal
notes do not display on the Invoice. Standard and manually entered
notes display on the invoice.

10 | Line — Project Info Used to manually enter project information for individual lines.
Grant module project information automatically populates on this
page.

11 | Line — Tax Info Used to enter tax information, along with Line - Info 1 page.

12 | Acctg — Rev Distribution Used to enter ChartFields for the Bill Line.

13 | Acctg — Unbilled AR Grant module information automatically populates on this page.

14 | Courtesy Copy Addr Used to enter customer who should receive a courtesy copy of bill.

15 | Address Info Used to view customer address Information, change customer
location, and add the bill contact.
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# | Billing Page Page Used/Not Used in MN

16 | Header — Info 2 The “Hold Until” date can be used to hold the bill from processing
until a certain date. The “Paid Amount” field can be used to identify
an amount that has been prepaid. This amount will display on the
Invoice, be deducted from the amount owed, and show the balance
due.

17 | Header — Order Info Not used in MN.

18 | Header — Service Info Not used in MN.

19 | Acctg — AR Offset Not used in MN.

20 | Acctg — Deferred Rev Dist Not used in MN.

21 | Acctg — InterUnit Payables Not used in MN.

22 | Acctg — Statistical Info Not used in MN.

23 | Acctg — InterUnit Expinv Not used in MN.

24 | Line — Order Info Not used in MN.

25 | Line — Service Info Not used in MN.

26 | Line — VAT Info Not used in MN.

27 | Line —Worksheet Not used in MN.

28 | DiscSurcharge No agencies use discount or surcharges at this time.

29 | DiscSurcharge Distribution No agencies use discount or surcharges at this time.

30 | DiscSurcharge Deferred No agencies use discount or surcharges at this time.
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