Third Party Contract Invoice Query

Purpose: This query in ctcLink produces an invoice that can include student costs,
registration data, SS#, and a custom notation per student.

Audience: Student Financials staff.

@ You must have at least one of these local college managed security roles:

« ZD_DS_QUERY_VIEWER

If you need assistance with the above security roles, please contact your local college
supervisor or IT Admin to request role access.

@ User's of this query should have highly sensitive data security with one of the following
roles:

« ZD_DS_QRY_FA_SSN_HIGHSENS
« ZD_DS_QRY_HR_SSN_HIGHSENS
« ZD_DS_QRY_SR_SSN_HIGHSENS

Process the below query after successfully completing the Generate Invoice step of
the Invoice a Third Party Contract ORG.

This process is dependent upon selecting the Cross Reference Student Charge on the
Create a Third Party Contract page.

It is also dependent upon selecting the Invoice per Student checkbox on the Create a
Billing Request page.

Third Party Contract Invoice Query Processing

Navigation: Reporting Tools > Bl Publisher > BIP Query Report Scheduler

1. The Query Report Scheduler run control search page displays.
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https://ctclinkreferencecenter.ctclink.us/m/92559/l/949092-invoice-a-third-party-contract

2. If you have run this process or report in the past, select the Find an Existing Value tab to
enter an existing Run Control ID and select the Search button. If this is the first time running
this process or report, select the Add a New Value tab to create a new Run Control ID and
select the Add button.

« NOTE: It is important to note that Run Control IDs cannot be deleted. Do not include
spaces in your Run Control. We encourage the Run Control ID to have the same process
naming convention but unique to the step; because of this, including your institution
code and a short process description in the Run Control ID is recommended--e.g.,
WA220_ADM_FYR_5 (Admissions Letter, Summer, FYR Admit Type).

w

The Query Report Scheduler page displays.
Select Connected Query from the Data Source Type drop-down.
Enter or search for the Report Name: BCS_3PST_IVC

vk

@ To retrieve the Invoice #'s visit Student Financials > Bill Customers > Corporate Bills >
Review Invoice.

The Invoice Range can also be found on the Create Billing Request 1 tab at the bottom
of the page.

8. The Query prompt page displays.

9. Enter the Query Parameters:

Unit

Prompt for Invoice Start: ex. WA050TPC0O00000000000XX

and Invoice End Range: ex. WAQO50TPC000000000000XX

or Contract #: ex. 2235-TULALIP

Include NID?: Select this checkbox to include each student’s Social Security Number.
Select the OK button.

mmUNwm>

10. The Query Report Scheduler page displays.

11. Leave the Template As Of Date blank.

12. Select the Run button. Please refer to the Process Schedule Request steps for further
instructions.

13.

@ Itisrecommended to leave the Template as of Date blank. However, you may also use
the Current Date in this field.
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https://ctclinkreferencecenter.ctclink.us/m/fundamentals/l/1682812-understanding-run-control-ids
https://ctclinkreferencecenter.ctclink.us/m/intro_to_ctclink/l/967600-process-scheduler-process-monitor#process-scheduler-request

Video Tutorial

The video below demonstrates the process actions described in the steps listed above.
There is no audio included with this video. Select the play button to start the video.

View Tutorial Via Panopto

View the external link to Third Party Contract Invoice Query. This link will open in a new tab/
window.

Error Message indicating missing highly sensitive query
security:

Message

Query QCS_SF_3RD_PRTY_INVOICE_BI_CQP does not exist. (QCS_SF_IRD_PRTY_INVOICE_BI_COP )
Flease delete the object and recreate it.

Ok
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https://sbctc.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=076abba8-0d1d-4f20-91cc-b029018b387f

Example of invoice:

)

OLYMPIC COLLEGE
Invoice Date: 2020-11-16
Accounts Payable Invoices: WAD30TPCO0000000001629
Accounts Payable Amount Due: $750.00
PO Box 767
Suquamish, WA 98392-0767 Due Date: 2020-11-30
External Org Id- 201579624 Contract#: WAQ30_2207_SUGUAMISH_T&F Term: FALL 2020
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Custom External Organization Address/Use of Third Party

Contract Detail tab

0 If the second tab (Third Party Contract Detail) on the 3rd Party Contract Create page is
filled out, those User Defined rows of data will overwrite the area on the invoice where
the external organization's address usually appears. Please see the two below images

as an example.
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Third Party Confract | Third Party Contract Detail Third Party ltem Types | ‘ Third Party Charges

Business Unit  WADS0 Contract Number WA0S0_2213 PORTBRTEST

User Definad 1 |I.ina 1 - Mormally used as Ext Org NAME
User Defined 2 |Line 2 - Often used as "ATTN-Accts Payable”
User Defined 3 | Line 3 - Streat Addrass 1
User Defined 4 | Line 4 - Sireet Address 2
User Defined 5 |Lina 5 - City, State, Zip Cade

External Contract

Delivery Code

Requisition Number

Billing Extract Options

O Print Student Enrolimant Q
Inveles Layout ID

E Return to Search | Previous in List Next in List Notify Refresh | Add | UpdateiDisplay
1TIGHLINE
COLLEGE

involcn Daln: 2021.06-08

Linv 1 - Moemally used as Ext Org MAME Invecicad: WAL TPCO0D00000000138
Line 2 - Offen usad as "ATTN-Accis Payatie™ At Dus: $818.70
Line 3 - Streat Address 1

Linvn 4 - Blraml Addrmsn Duim Dl 029-06-30

Line 5.~ City, Sin, Zip Coda

Extemal Org Id: 201727234 Contract: WS0_2213_FORTBRTEST Tom: SFRING 2021
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