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Billing Module: How to Configure a Run Control ID to
Automatically Email PDF Reports of Printed Invoices

After a bill is created, you must run it through the Single Action Invoice Process (SAIP). Generally, the PDF of the
invoice report is sent to the Administration tab of the Report Manager. The invoice report is a compilation of all
the invoices you ran in the same instance of SAIP. This guide covers how to configure a Run Control ID to
automatically email the PDF report directly to your inbox. Things to consider:

e When the PDF is printed directly to your email inbox, there is no copy of the PDF available in the
Report Manager.

e This does not send an email to the customer. For directions on how to email invoices directly to your
customer, refer to the Emailing Customer Invoices Quick Reference Guide.

e AllInvoices that were generated in that SAIP process instance are bundled into one PDF.

e For detailed instructions on running SAIP, refer to the Single Action Invoice Process Quick Reference
Guide.

1. Navigate to Single Action Invoice (SAIP).

Navigation Options Navigation Path

Accounting, Billing, Maintain and Process Bills, left menu, Generate Invoices, Single

Navigation Collection ) !
Action Invoice.

Accounting, Billing, Billing WorkCenter, left menu, Reports/Processes section,

WorkCenter . . . .
Generate Invoices, Single Action Invoice.

2. Enter an existing Run Control ID or create a new Run Control ID.

@ Need Help?
I Maintain Invoices Print | New Window | Help
v
Single Action Invoice

| Generate Invoices ~ . L
Find an Existing Value (@Add a New Value

Single Action Invoice ~ Sgarch Criteria

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

7y Recent ] Saved
) ) ') Searches | Choose from recent searches v| f W Searches Choose from saved searches v | f
Reprint Invoices
Correct Staged Acctg Errors | Run Control ID begins with v| ‘default ‘I
Correct Budget Check Errors <~ Show fewer options

Case Sensitive

Billing Invoice CC Exceptions
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3. The Single Action Invoice dialog page displays. Generally, we suggest that you select Invoice ID in the
Range Selection area.

4. Enter other information on this page as described in the Single Action Invoice Process Quick Reference
Guide.

5. Select the Print Options tab.

T
Single Action Invoice | Er\nlomiins

Report M P Manit -
Run Control ID default port Manager rocess Monitor =]

Language | English v| ® Specified Language ) Recipient’s Language

Selection Parameters

Q | | View Al

Seq Nbr 1 |E|

Invoice Date Cption
® Processing Date
O User Defined

Puosting Action

C Do Not Post ® Batch Standard

- *Business Unit ‘61001 Q ‘ Location ID |DD1 Q |
AN ® Invoice ID E— -
O Bill Cycle O CustID From Invoice ‘20257TEST—SAIP02 Q |
() Date Bill Added (L Bill Type S
O Range I O Bill Source To Invoice ‘2025-TEST—SAIPIO Q |

O Public Voucher Number

’ Retum to Search ” Motify ] Add Update/Display

6. The Print Options page displays. There are several Options fields. There are two fields that need to
change.
a. For EDI Invoice Options, select “Print Only.”
b. For Email Invoice Options, select “Print Only.”
c. Select the Save button.

Single Action Invoice Print Options

Selection Parameters ‘ Q ‘ |

Seq Nbr 1
Print Invoice Sort By Summarization Options

@ Country, Postal For Invoices associated with Summarization Template

O Customer, Invoice @ Print Detail

O Bus Unit, Invoice O Print Summarized

O Print Both Summarized & Detail

“EDI Invoice Options ‘ Print Only - ‘ Print Only Unprinted Invoices
— Print Listing
“Email Notification Options | Email Only |
“Email Invoice Options ‘ Print Only v ‘
*Federal Highway File Options ‘ File Only ~ ‘
“Elec Invoice File Options ‘ Xml Only v‘
Currency Shown on GL Report [ Transaction Currency i ‘

[ Return to Search l [ Previous in List I Next in List

7. Select the Single Action Invoice tab.
8. Select the Run button.
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Single Action Invoice Print Options

Report Manager Process Monitor

Run Control ID  gajp

Language ‘ English v| @Specified Language C Recipient's Language

9. The Process Scheduler Request page displays. In the Description column select the Single Action
w/Comm Cntl link.

Process Scheduler Request b4
Help
User D 01152500 Run Control 1D default
Server Name Run Date |09/22/2025
Recurrence | v Run Time |9:20:47AM | [ Reset to Current DatefTime
Time Zone | Q |
Process List
Select Description Process Name Process Type ~Type - Format Distribution
I T H 1
; Single Action w/ Comm Cntl {Mone) ; Distribution ;
| H i
Billing Jobs for PC | (Mone} w Distribution

10. The Job Detail window displays. For the Bl_IVCEXT process, select Email for the Type and PDF for the

Format.
Job Detail
Hel
Main Job Name: BIJOB03K Job Name: BIJOBO3K Single Action w/ Comm Cnil
Left | Right
e Process List
= |BIJOBO3
D Process Name Description Process Type =Type *Format Distribution
B BI_IVCEXT , :
B BIXPJO0 BIIVC000 Pre-process & Finalization Application Engine ‘ Web v| ‘ TXT v| Distnbution
: T T ™t T ™t T T
& BICURCNV
& BIPRELD BI_IWCEXT Invoice Extract Process Application Engine ‘ Email V| ‘ PDF V| Distribution
& BILDGLO1
B Fs BP T oo = = T T T o .
2 BILDARO BIXPJOO Print XML Publisher Invoice PSJob [ (None) VI [ (None) V| Distribution
& BIGNAPO1
BICURCNV Biling Currency Conversion | Application Engine || Web  v| || TXT | | Distribution
BIPRELD Billing Pre-Load Process Application Engine ‘ Web V| ‘ TXT v| Distribution
BILDGLO1 Load GL Interface SQR Repart \ Web v| \ PDF v| Distribution
Comm. Cntrl. Budget A . : )
FS_BP Processor Application Engine ‘ Web V| ‘ TXT v| Distribution
BILDARO1 Load AR Pending ltems SQR Report ‘ Web v| ‘ PDF v| Distnbution
BIGNAPO1 Generate AP Vouchers SQR Report ‘Web v| |[PDF v| | Distribution

11. Expand the BIXPJOO link in the left column by selecting the small icon to the left of BIXPJOO.
12. The Job Detail page displays two processes BI_ PRNPNO1 and BI_XMLPBURST. In the BI_PNXPNO1
process, select “Email” for the Type and “PDF” for the Format.
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13. Select the OK button.
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Main Job Name: BIJOBO3K

Left | Right

Job Name:

Job Detail

BIXPJOO

Process List

% BIJOBO3K
2 BlvCo00

Process Name

Description Proce:

Help

Print XML Publisher Invoice

ss Type “Type ‘Format Distribution

£ X
% BIXPJOO

BI_PRNXPNO1

XML Publisher Invoice

XML Publisher

I‘Ema\l v I|PDF v| | Distribution

B BI_PRNXPNO1
B BI_XMLPBURST
2 BICURCNV
2 BIPRELD
B BILDGLO1
2 Fs BP
BILDARD1
BIGNAPO1

L

7]

Cancel

BI_XMLPBURST

Invoice Bursting Program

Application Engine ‘ Web

v I | TXT V| I Distribution

14. You are return to the Process Scheduler Request window. Select the Single Action w/Comm Cntl

checkbox.
15. Select the OK button.

UserID 01152500

Process Scheduler Request

Run Control ID  default

Help

Server Name Run Date ‘091‘22#2025 |
Recurrence | v Run Time ‘920 47AM ‘ I Reset to Current Date/Time
Time Zone | Q
Process List
Select Description Process Name Process Type “Type “Format Distribution
Single Action w/ Comm Cntl BIJOBO3K PSJob (None) (None) Distribution
] Billing Jobs for PC Bl_4 PC PSJob (None) V‘ | (None) ~ Distribution

Cance‘

16. A new Process Instance number is assigned. Select the Process Monitor link to monitor the progress of

the SAIP job.
Single Action Invoice Print Options
Run Control ID  saip Report Manager Process Monitor Run
Language | English v @® Specified Language O Recipient's Language

Process Instance:49100262

17. Look in your inbox for the PDF report.
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