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Billing WorkCenter

WorkCenters provide a centralized place where you can access frequently used pages, queries,
processes, and reports. Options that you see in the WorkCenter depend on your security roles. You may
see more or fewer options than shown in this guide.

The following Billing WorkCenter sections are covered in this guide:
e My Work — View Current Work and Resolve Exceptions
e Links -- Access Frequently Used pages
e Queries — Run WorkCenter Queries
e Reports/Processes — Run Frequently Used Reports or Processes

e Monitor — Access the Process Monitor, Query Viewer, and Report Manager

Access the Billing WorkCenter

1. Navigate to the Billing WorkCenter as described below.

Navigation Option Navigation Path

Billing WorkCenter Accounting, Billing, Billing WorkCenter.

The Billing WorkCenter displays with the Bill Summary page opened in the Work Area by default
(right side page).

< Billing Bill Summary

Bill Summary

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

| Find an Existing Value |
Current Works “
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Exceptions o

Business Unit | =[] |GWDU1 Q \
v Links
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Maintain Invoices “ n s Status [ = =
Customer & Contact Information _, customer [eemawaS] a Work Area
Review Billing Informaion : gins wi
L v Hide menu ki
) Bills T — Q

v Queries ™

Template Invoice Flag | = ﬂ ﬂ
Billing Queries

hd O case sensitive

t* Reports/Processes

e — ]
Generate Invoices o Search Clear Basic Search & Save Search Criteria
Monitor v hd
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e Expand the drop-downs in the Left Menu to select WorkCenter options.

e Click on the Hide Menu button to hide the Left Menu.

o Select the Need Help? button to access SWIFT QRG’s and Help Desk contact information
(top right of page).

My Work — View Current Work and Resolve Exceptions

The My Work section contains inquiries that will help you identify work you need to do and transactions
with issues that need to be resolved.

< Billing Bill Summary

1o the _ ive P I K. Sign Out @ Need Help?
Scope e o ~ print | Mew Window | Hep | E
~ My Scope Bill Summary

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

v My Work
Find an Existing Value
Current Works —
¥ Search Criteria
Invoices Not Finalized 15
Business Unit | = [¥] G1001 Q
Invoices Pending My Approval
Invoice | begins with| | Q
Invoices Not Submitted for 1
Bill Status | = [v] [v]
Invoices Pending Approval
Customer | begins with [~ | Q

Invoices Not Integrated to AR (3 Contract | begins win[<]

Recurring Invoices Not Gen Bills in Business Unit | =[] Q
Recurring Schedules Expiring Template Invoice Flag | = [v] [+]
- O case Sensitive
Exceptions -
Invoices in Ermror Status
Search Clear Basic Search & Save Search Criteria
Billing Interface Errors 10731
Email Errors
Combo Edit Errors
Budget Check Errors 2

The Current Works section includes the inquiries described below. If the inquiry name is greyed out, no
invoices were found. If there are results, the number of invoices found will be listed next to the inquiry
name.

e Unless otherwise noted, staff who have the “AR-Billing Create”, “AR-Billing Specialist”, or “AR-
Billing Supervisor” roles will see these inquiries.

Current Works Inquiry Description

Invoices Not Finalized Lists invoices that have not been run through the Single Action
Invoice Process (SAIP). Refer to the “Enter Bill with Standard
Entry” guide for instructions.

Invoices Pending My Approval | Lists invoices that are pending your approval.

Invoices Not Submitted for Lists invoices that have not been submitted for approval.
Approval Invoices that were denied will also display.
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Current Works Inquiry

Description

Invoices Pending Approval

Lists invoices pending approval for the selected Business Unit.

Invoices Not Integrated to AR

Lists invoices that have not been successfully processed through
SAIP. For example, a budget error may have occurred while
running the SAIP or an error has been resolved and the invoice
must be rerun through SAIP.

Staff who have the “AR-Billing Specialist” or “AR-Billing
Supervisor” role will see this option.

Recurring Invoices Not
Generated

Lists recurring invoices that haven’t been generated. Refer to
the “Create Recurring Bill” guide for information on running the
Create Recurring Bills Process.

Recurring Schedules Expiring

Lists recurring schedules that are expiring. Refer to the “Create
Recurring Bill” guide for information on extending the recurring
bill schedule.

The Exceptions section includes inquires described below. If the inquiry name is greyed out, no invoices
were found. If there are results, the number of invoices found will be listed next to the inquiry name.

Note: These exceptions should be checked regularly to ensure that transactions are posted in a
timely manner, customer records are correct, and Accounts Receivable reporting is accurate.

Staff who have the “AR-Billing Specialist” or “AR-Billing Supervisor” role will see these inquiries.

Exceptions Inquiry

Description

Invoices in Error Status

Lists invoices in error status. Refer to the “Review Invoice Errors
Inquiry” guide for more information.

Email Errors

Lists invoices that failed to be sent by email. This inquiry applies
to agencies that are set up to email invoices.

Combo Edit Errors

Lists invoices with a Combo Edit Error. Refer to the “Correct
Staged Accounting Errors” guide for more information.

Budget Check Errors

Lists invoices that have failed budget check. Refer to the
“Correct Budget Check Errors” guide for more information.
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1. When you select an inquiry, information is displayed on the General and Detail tabs. You can
click on the More button at the end of the line to access the related page.

< Billing | Billing WorkCenter
‘Welcome to the Administrative Portal, Boehmer,Barbara K. Sign Out
SCOPS = & . Invoices Not Finalized
¥ My Scope 15 rows|
]
¥ My Work General Details
Current Works Business ~ . -~ ~ Invoice Currency Bill Status
v O Unit & Invoice < Bill To & Customer Name © Amount & > o More
Invoices Not Finalized 15
0O Gioot TESTRECURRING H120100001 HEALTH DEPT 180.00 USD RDY A
Invoices Pending My Approval
[0 G1001 NEXTCC18-007 H120100001 HEALTH DEPT 41,841.93 USD NEW >
Invoices Not Submitted for. 1
Invoices Pending Approval 0 G1001 ETDSBM1902-3019825  PO70100001 PUBLIC SAFETY DEPT 180.00 USD RDY >
Invoices Not Integrated to AR 2 0 Gioo1 ETDSBM1502-2922901  J330100001 TRIAL COURTS 180.00 USD RDY >
ces Not Gen
1 1001 ETDSBM1902-2917189  E260100001 MN STATE COLLEGES/UNIVERSITIES 180.00 USD RDY >
Recurrin es Expiring

2. To limit the transactions displayed, click on the Filters ( IEI ) icon and complete the Refine
Filter Criteria page.

e The filter options available depend on the exception inquiry selected.

e After entering your filter criteria, select the Done button to apply the criteria or the Cancel
button to return to the list without setting a filter.

e Use the Reset button to remove a filter you have applied.

Cancel Refine Filter Criteria Done|
Group Unit | EXEE ~| Q ~

Group Type | = v Q

GroupID | = v Q

Business Unit | = v Q

Customer ID | = v Q

ltemID | = v Q

ltem Line | = ~ Q

Sequence | = v Q

Assigned User ID | = Iv| Q

AR Update Error Co... | = v Q

3. Some inquiries enable you to perform an action on an invoice displayed in the listing. To
perform an action, select an entry in the list and select an option from the drop-down Actions
menu.

o The Action options available will be different depending on the inquiry selected.

e Some actions allow you to select multiple invoices.
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< Billing Actions ESlliing WorkCenter
* Change Bill Status
SECES = & . Invoices
* Email Notification
¥ My Scope | L 15 rowy
Actii
| fons ©) Bill Summary
|~ My Work ‘ Generalj
Copy Bill L
Current Works " N Bill
v Busines| ; ,\ o Invoice Gurrency
U unit 2 Supporting Documentation | B To & Customer Name < Amount & & STatii= VO
Invoices Not Finalized 15 v
View Proforma / Image
Invoices Pending My Approval 0 &1001 g H120100001 HEALTH DEPT 180.00 USD RDY > |
Invoices Not Submitted for. .. 1 M G1001 NEXTCC19-007 H120100001 HEALTH DEPT 41,841.93 USD NEW be
Invoices Pending Approval
O G1001 ETDSBM1902-3019525 PO70100001 PUBLIC SAFETY DEPT 180.00 USD RDY >

Links -- Access Frequently Used pages

e The Links section includes links to frequently used pages.

< Billing Bill Summary
@ Need Help?
- My Work A Print | New Window Help | :l A
Bill Summary
Current Works v
Enter any information you have and click Search. Leave fields blank for a list of all values.
Exceptions v )
| Find an Existing Value ‘
(v Links
 Search Criteria
Maintain Invoices o
Business Unit | = G1001 Q
Customer & Contact Information
v
Invoice | begins with v | Q
Review Billing Informaion v
Bill Status | =
Summary
Customer | begins with || Q
Details
Contract | begins with[%]
Review Invoice Errors ™M  Bills in Business Unit | = Q 4

Expand the folders listed below to access the pages:

e Maintain Invoices: Standard Billing, Adjust Entire Bill, Copy Single Bill, Create Recurring Bills, and
Delete Canceled Bill pages.

e Customer & Contact Information: Customer General Information and Contact Information
pages.

e Review Billing Information: Bill Summary, Billing Details, and Review Invoice Errors pages.
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Queries — Access WorkCenter Queries

Queries have been selected to display in the My Queries section.

e When you select a query, the parameter page displays on the right where you can enter
parameters and run the query.

e You can also access the Query Viewer page to run your favorite queries or to search for any
available query. The page is available in the Monitor folder under the Reports/Processes
section.

Reports/Processes — Run Frequently Used Reports or Processes

Expand the Generate Invoices folder in the Reports/Processes section to access the following pages:

e Single Action Invoice Process, Reprint Invoices, Correct Budget Check Errors, Billing Invoice
Exceptions, and Process Billing Interface pages.

< Billing Process Monitor ﬂ m ﬂ @

o the . ive Portal, Barbara K. Sign Out @ Need Help?
"""" o
~ Print | New Window | Help ]
¥ My Scope Process List Server List
[~ My Work View Process Request For
Current Works o Userp |D1159534 Q Type [v] Last [v] 1 Days [v] Refresh
Exceptions Server ] Name Q Instance From Instance To Report Manager
v
Run Status | Success 3 Distribution Status [ Save On Refresh
v Links
Maintain Invoices .
v Process List
Customer & Contact Information B Q 1-10f 1[}
Review Billing Informaion v nsalecl Instance Seq. Process Type Process Name User Run Date/Time Run Status Distril
O 28122747 PSJob ARUPDATE 01159534 05/09/2019 10:40:51AM CDT Success Posie
v Queries
Billing Queri - NN
illing Queries o Select All Deselect All
Delete Request Cancel Request Hold Request Restart Request
* Reports/Processes
. S Noti
Generate Invoices o ‘l‘ atify
Monitor Process List |  Server List
v
Process Monitor
Report Manager
Query Viewer
v
< >

Monitor — Access the Process Monitor, Query Viewer, and Report
Manager

The Monitor folder under the Reports/Processes section (shown above) provides access to the Process
Monitor, Report Manager, and Query Viewer.
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