Reimbursable Grant/Contract Billing

Purpose: Use this document as a reference for how to complete a Reimbursable or As-
Incurred Grant Contract billing in ctcLink. For Fixed Price Contract Billing please see QRG
Fixed Priced Billing.

Audience: Finance/Grant Fiscal 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.

Reimbursable Grant Contract Billing

Reminders

+ The Cost Collection process needs to be completed for Projects. These are nightly batch
process.

+ If you believe that there are items that were processed after the nightly batch process you
will need to wait until the next business day.

+ All sponsors are in ctcLink with the appropriate "bill to" information, including addresses.

« The award is fully executed. The contract has been reviewed, the bill plan finalized and the
contract activated.

+ Allinvoices are generated from Active Contracts.

+ Contracts that are "Fixed Price" will not have billable lines, invoices will be event (specific
date and amount).

Recommendations

Recommended Steps Before Billing

1. Run the OLT Query - Check for expenses flagged as over the posted budgeted amount.
2. Reconcile Data - Reconcile Project Resource to General Ledger; identify Billable Totals.
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3. Calculate and Create a Manual F&A Journal Entry - Post F&A, then verify data/billing
amounts. Follow the QRG Creating and Posting a Manual F and A Journal Entry. Recommend
creating and posting F&A journals after Sub Module close and before GL Close.

4. Review Billing Amounts/Totals from Project Resource - Ready backup documentation
and Billing Amount totals for Supervisor Approval.

5. Start the Billing Process.

Review OLT Rows (Over the Limit)

Navigation: Reporting Tools > Query > Query Viewer

The Query Viewer search page displays.

In the begins with field, enter the query name "CTC_PR_OLT_ROWS".

Select Search.

The query appears in the Search Results section at the bottom of the Query Viewer search
page.

Select the Run to option of your preference. In this example, we select Run to HTML.

A new window opens. In it, you'll enter selection criteria for your query, run the query, then
examine the results.

Enter your Business Unit.

Select the View Results button.

Review the over the limit rows.

To release the OLT rows, refer to QRG OLT Rows (Over the Limit).

Close the new window.

PN~
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CTC_PR_OLT_ROWS - OLT rows in Proj Res
*Unit WAD4D |Q
View ResLlts

Dowmioad results in - Excel SpreadSheet CSV Text File XML File (1 kb)

= - LJourmal Line = State  Fund Ledger An
W | ojec! c J 2 B 2 CEC 2 J I p Class Program Subs cC L
Row Unit Project Activity GL Unit D Date M Year Period Account Dept Fund Approp Class Program Subsid Purpose Afil Gp Type Trans Date Acctg Date

WAD40 0000005009 INSTR. WAD40 0 0 0 5050020 74009 145 12 N ACTUALS OLT 05/04/2023 05/31/202.

Review Billable Lines

@ The following Queries can help you identify, review and categorize Billable Lines;

« CTC_PR_BILLABLE - Billable Projects by BU, provides a summary overview per Project
number of Billable lines.
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« QFS_PC_PROJ_RESOURCE - Query from Project Resource (see QRG Managing the Project
Resource Query), this query provides a detailed information per Project number. Only
the lines marked billable or BIL will be 'pushed' into the Billing Module.

* QFS_GL_ACCT_ANALYSIS - GL Ledger Table/Trial Balance, provides a summary snapshot
of the Trial Balance (sort by Department# or Project#).

* QFS_GL_ACCOUNT_ANALYSIS - GL Ledger Table/Trial Balance, provides a detailed
snapshot of the Trial Balance (includes Activity field).

Navigation: Reporting Tools > Query > Query Viewer

The Query Viewer search page displays.

In the begins with field, enter the query name "CTC_PR_BILLABLE".

Select Search.

The query appears in the Search Results section at the bottom of the Query Viewer search
page.

Select the Run to option of your preference. In this example, we select Run to HTML.

A new window opens. In it, you'll enter selection criteria for your query, run the query, then
examine the results.

Enter Unit.

Enter Project. Optional to enter the Analysis Type, this example uses BIL or billable.

Select View Results.

Review the billable rows.

Close the new window.

Call S
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CTC_PR_BILLABLE - Billable Projects by BU

|

Unit ) 4

rroec oo ‘

Analysis Type (optional) BIL |Q, |
‘
Download results in :  Excel SpreadSheet CSV Text File XML File (70 kb} ’

View All |
Row Unit Project Activity Trans D Trans ID From GL Unit 'J"'l'é'ml Date Seq li:;“ Year Period Account Dept (EI[;T; Approp Fund Class Pr(
’

, VWA140000172681 01 - 4

1 WA140 0000004340 INSTR 10815167 280410ACCR WA140 0O 0 0 0 5030021 72366 7140 145 118 P
’

VWA140000172691 01 €

2 WA140 0000004340 INSTR 10815168 280410ACCR WA140 0O 0 0 0 5030021 72366 7140 145 118 4
’

V|

3 WA140 0000004340 INSTR 10830764 yaiaido0oe 004101 yyaq40 0 0 0 05030021 72366 7140 145 13 4
’

’
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@ The Project Resource Query provides exactly what BIL lines will be 'pushed' into
Billing to create an invoice. Optional to enter a specific Project ID or leave blank to
retrieve all available projects. Enter the desired Beginning and Ending Accounting
dates. Optional to enter the Contract ID and view all Project IDs under that specific
Contract ID number. Optional to enter an Analysis Type, such as BIL or Billable to view
all billable lines. For more information on analyzing the Project Resource Query results,

please see QRG Managing the Project Resource Query.

Select View Results and/or download results in Excel Spreadsheet or CVS Tex File for
analysis.

QFS_PC_PROJ_RESOURCE - Query from Project Resource

Unit WA140 Q P
Projact I (Optionan| 0000007683 |q 4
Beginning Acclg DU 0810172022 | 4 Y|
Ending Acctg DI 087312022 |1 P é
Contract (Optional)] 00000000000000003527
An Type (Optional){BIL @ ‘ ‘
I View Results I 4 '
Download results in;  Excel SpreadSheet CSV TextFile XML File (81 kb) 4 4
Wiew All ‘
Journal ‘
Row Unit  Project  Activity TransiD Trana 10 From GL Unit "D'I'B"a' Date “5° Line Year Period Account AcctDescr  Dept cupenh Fumi; L“Gd‘%"' AN | yoansDate AcctgDate  User | DatefTime Cumency Amoull4
SCT Ll
GWA140PAY02287422022- Facuity z : . 08262022
1 WA140 0000007693 INSTR 10936420 08-1505180 WAT4D [/} 0 0 5000090 Temporary PT T2364 7140 1.-1543. ACTUALS BIL |0815/2022 08/15/2022 JOBS_FIN 11-22:20PM uso 42300_3#
GWA140PAY02287422022- | Old Age and 4 081262022 Tf
2 WA140 0000007693 INSTR 10836430 f B WA140 0 0 05010010 g sy 72354 7140 145K acTuALS BIL 0mri572022 oris2022 JoBs FIN (ODT0ER usD 2617
3 WAT40 0000007693 INSTR 10936431 "1 ACFRYOR2BTAZ2022- yypgg 0 0 05010020 Medicare reaeal 7190|195 % ACTUALS BIL  08/15/2022 081572022 JOBS_FIN E?é’gggga usD 5122
GWA140PAY02287422022- Ratirement 4 08/262022
4 WA140 00DD00TEA3 INSTR 10936432 08-1506030 WA140 0 0 0 5010030 and Pensions T2364 7140 145 ACTUALS BIL 08/15/2022 08/15/2022 JOBS_FIN 11-22-20p USD 35962 61
5 WA140 0000007893 INSTR 10938433 cusa\'—v:;hg;?wzza! 422022 \a a0 0 0 05010040 Medical Aid 72364 7140 145  ACTUALS BIL 08152022 0BM5/2022 JOBS_FIN ??zzzagggia usD 45_51f

GIWA140PAYDR28T422022- | 0212672022

PV IV IV IVIIIIS o T ?E"F"T51 "PED R WEF FX 020080 288

Required Steps

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

+ ZC Contracts Processing
« ZZ Contract Maintenance
« ZZ Contract Processing

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

Navigation: Customer Contracts > Schedule and Process Billing > Process as Incurred
Billing

The Grant Manager will follow these steps with the Awards that can be billed for the
billing cycle.

—

. The Process as Incurred Billing run control ID search page displays.

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.,
WAOQ040_CA_BI_INTFC or PROC_AS_INCURRED_BILLING (Business Unit, Process).

3. The Process as Incurred Billing page displays.

Ensure that ‘Always’ is selected in the Process Frequency drop-down box.

In Contract Options section, enter or use the lookup tool to enter the following search
criteria values:

a. Business Unit.

b. Contract ID number.

vk

6. Scroll down to the Billing Options section and enter or lookup the following values:
a. Select the Date Option.
From Date Option.
From Date or start of your desired billing period.
Through Date or end of your desired billing period.
Leave the Event Date and Invoice Date as 'Current Date' (unless otherwise directed by
SBCTC Accounting).

®anT

@ Warning: The fields in the Contract Options group box limit the billing data that is
included in the running of this process. The user has the option to filter by ctcLink
Contract, (contracts) Business Unit, Contract Type, Sold to (customer), or Bill To
(customer). If you leave all fields blank, the process picks up all available billing
activity in ctcLink Contracts and in all schools. Because we have the colleges on
different Business Unit, this is not recommended in this environment.
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7. Select the Run button.

ess As Incurred Billing

..................

8. The Process Scheduler Request page displays.
9. Check the Contracts to Billing Interface checkbox.

10. Select OK.

UserlD CTC_KEBERT

Server Name
Recurrence

Time Zone o}

Process List

Select  Description

Contracts to Billing Interface

Process Scheduler Request

Process Name

CA_BlINTFC

Run Control ID  PROCESS_AS_INCURRED_BILLING

Run Date  04/21/2022

Run Time 4:10:18PM Reset to Current Date/Time
Process Type Type ‘Format Distribution
Application Engine Web w TXT - Distribution

Help

11. The Process Scheduler Request page disappears. The updated Process As Incurred

Billing page displays. Note the Process Instance number.
12. Select Process Monitor. Refer to QRG Process Scheduler/Process Monitor for more

instructions.
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Process As Incurred Billing

Run Control ID ppOCESS_AS_INCURRED_BILLING

Program Name

Program Name

Process Billing Details

Contract Options

Business Unit

CA_BI_INTFC

Request Number 1

WA140

Contract Type

Contract Class

Sold To

Contract 00000000000000001482

Report Manager Process Monitor Run
_b Process Instance: 2036311
Process Frequency Always v
Q | | w

Q CLARK COLLEGE
Q

v
Q

Q

| View All

+ =

13. The Process Monitor page displays. Select the Refresh button until the process runs to

Success and Distribution status is Posted.
14. Select the Details hyperlink on the associated CA_BI_INTFC Process name that was run.

Process List Server List

View Process Request For

UseriD CTC_KEBERT Q

Server ~

Run Status

Process List
5 Q

Select  Instance Seq.

203631

Go back to Process As Incurred Billing

Notify

=N

Process List Senver List

Type
Name

Distribution Status

Process Type

Application Engine

- Last

Q  Instance From

Process Name

CA_BI_INTFC

v ' Days v

Instance To Report Manager

P Save On Refresh

User Run Date/Time Run Status

CTC_KEBERT 04/21/2022 410018PM POT Success

1 w Wiew Al
Distribution -
Status Details

15. The Process Detail page is displayed.

16. Select Message Log link.
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Process Detail

Process

Instance 2036311 Type Application Engine
Name CA_BI_INTFC Description  Contracts to Billing Interface
Run Status  Success Distribution Status Posted
Run Update Process
Run Control ID  PROCESS_AS_INCURRED_BILLING Hold Request

Queue Request
Cancel Request

Location Server

Server PSUNX O Delete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 042112022 4:11:34PM POT Parameters franster

Run Anytime After 04/21/2022 4:10:18PM PDT Message Log View Locks

Batch Timings
Began Process At 04/21/2022 4:11:42PM PDT
View Log/Trace
Ended Process At  04/21/2022 4:14:26PM PDT

(ma—)
OK Cancel |

17. The Message Log page displays.

18. Scroll down to view the INTFC_ID. Take note of (or copy) this number for it will be used in
the next step.

@ Youmust have at least one of these local college managed security roles:
+ ZZ Billing Entry

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

@ Note: Interface IDs are Global values. This INTFC_ID will be required for the next
procedure. If you do not find an INTFC_ID in the message log, do not rerun the
process. Instead, correct the interface errors using the following navigation before
proceeding to the next step.

Navigation: Billing > Interface > Transactions >Correct Interface Errors

To fix the Billing Interface Errors, please go to the Appendix section of this document
to see instructions on how to fix Interface errors. In addition to correcting the
Interface Errors and saving the information at the navigation above, the Billing
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Specialist must also follow up with the Grants Manager to correct the Award setup
configuration. This will help prevent future interface errors for the same Award.

Message Log x
Help =
Process
Instance: 2036311 Type: Application Engine
Name: CA_BI_INTFC Description:  Contracts 1o Billing Interface
H Q 125025 v | View Al
Severity Log Time Message Text Explain
WARNING: UNABLE TO PERFORM COMMIT -
412:22PM FORCING USE OF BASE TABLE FOR Explain

Ch_FEE CL_TAD

WARNING: UNABLE TO PERFORM COMMIT - =—

412.22PM FORCING USE CF BASE TABLE FOR CA_FEE_PL_TA1 B
WARNING: UNABLE TO PERFORM COMMIT - -

£12.22PM FORCING USE GF BASE TABLE FOR Explain

CA_FEE_PR_TA1

WARNING: UNABLE TO PERFORM COMMIT -
srzzen  FORCINGUSE OF BASE TABLE FOR Explain

0808800005000 0000000000008

10 214-11PM 0 rows successfully written to Budget Summary table Explain

20 row(s) were inserted into PS_INTFC_BI with an -
10 414:16PM \mg?:’(_m of 6735. - - Explain

Published message with ID ca5da172-c1c8-11ec-9999- Explai
414.27PM a0340cB4aB4c 10 Create entry In folder GENERAL bl l)

y .

10 212280 ".:r:‘Tlcl;szﬁ:?nn; outside the period of performance during Explain |
10 41259PM Accounting Rules found for 20 rows Explain |
10 413.40PM Initializing process PC_BUD_SUM Explain |
W atsaeM RS TOEUD SUMMARY Expain |
10 41343PM 0 rows successfully written to Budget Summary table. Explain |
10 414:10PM Initializing process PC_BUD_SUM. Explain |
10 414:10PM ggf&%&j&mﬂ?& O rous e Expialn |
|

|

|

|

Successfully posted generated files 1o the report =
414:27PM reposttary Iy posted g po Explain

Return

2. Execute Billing Interface Process

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

+ ZZ Billing Processing
« ZZ Grant Processing

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

0 Now that you have successfully run the Contract to Billing Interface, the Billing
Interface must be run in order to convert staged data into actual temporary bills in the
Billing module.

Navigation: Billing > Interface Transactions > Process Billing Interface
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—

. The Process Billing Interface search page displays.

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.,
WAO040_PROCESS _BIL_INTERFACE (Business Unit, Process Name).

w

The Process Billing Interface page displays.

4. Enter into the From Interface ID and To Interface ID fields the INTFC_ID that was created
and written down from the previous procedure (Contract to Billing Interface).

5. Select the Run button. Please refer to QRG Process Scheduling/Process Monitor for more

instructions.

Interface IDs are Global. Although other interface ID's may be available for selection,
the Billing/Grant Specialist should only select the interface ID related to the billing
cycle they are currently processing. Otherwise, if they process all interface ID's it will be
more complicated for the other Billing Specialists to locate their respective bills.

Process Billing Interface

Run Control ID WAU"‘-D_PROC_B'LL'NG_'NTFC Report I'\.1a|'|a|;|-::r Process Monitor Run

Range Selection

® Interface ID From Interface ID 10420 Q

© Business Unit To Interface ID 10420 Q

O Bill Source

Notify ‘ Add H Update/Display

6. The Process Scheduler Request page displays.
7. Select the Billing Interface checkbox.
8. Select OK.
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UserID CTC_KEBERT

Server Name
Recurrence

Time Zone Q

Process List
Select Description

Billing Interface

m] Interface & VAT Defaulting

[ox ] cnee

Process Scheduler Request

Run Contrel ID PROCESS _BILLING_INTFC

v Run Date  04/21/2022
hd Run Time |4:32:08PM
Process Name Process Type
BIIFO0O01 Application Engine
BIIOBIOT PSJob

Reset to Current Date/Time
*Format Distribution
w T w Diistribution
Nong) w Nong) w Distribution
{

Help

9. The Process Billing Interface page displays. Note the Process Instance number.
10. Select the Process Monitor link to view and confirm that the BIIFO001 process finished with
a Run Status of ‘Success'. For more information on this process, please see QRG Process

Scheduler/Process Monitor.

@ Optional to select the Details and then the Message Log links to view the number of

Bill Lines created.

Reimbursable Grant/Contract Billing
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Instance 2035312
Name BIFDBO01
Riun Status  Success

Location  Server
Server PSUNX
Recurrence

Process Detail

Type  Agplication Engine

Description  Billing Interface

Distribution Status  Posted

Update Process

Run Control ID  PROCESS, BILLING_INTFC Hold Request

Gueue Request

Cancel Regquest
7 Delete Request

Re-38nd Content

Actions

Request Created On  (4/21/2022 4.32.53PM POT Paramelers
Run Anytime After 04/21/2022 4:32:06FM FOT Message Log
Began Process At 04/21/2022 4.33.14PM FOT
Ended Process At 04/21/2022 4:34:14PM FOT

Balch Timings
wiew LogiTrace

Transfer
View Locks

Process

Log Time
433 27PM
4:34.02PK
45402PM
4:34.02P1
4:34.14PM
4:34°14PM

=2

4

Instance: 2036312
Name: BUFOOM

Type:  Application Engine
Descripiion:  Billing Interface

Message Text
El Interface was slaried. 6733 To. 6733 Oplion. ALL

Transactions in Emor: O

New Bill Headers Created. 1

Mew Bill Lines Created: 20

Fublished mes=age with ID 8df8b7c8-c1ch-11ec-852d-
825855353 to create eniry in folder GENERAL.

Successiully posted generated files to the report
repository
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3. Review Billing Worksheet

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

+ ZZ Billing Entry
* ZZ Grant Processing

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

Navigation: Billing > Manage Billing Worksheet > Update Billing Worksheet

@ The purpose of the Billing Worksheet is to allow a user to verify some of the
information that would appear on an invoice before an invoice is generated. At this
stage, the invoice is a temporary invoice and will have a prefix of TMP. In addition to
this page PeopleSoft provides functionality that allows you to produce a Pro Forma
invoice before approving the billing worksheet. This process allows you to produce an
invoice for those individuals who may not have access to the billing worksheet or the
ability to run billing processes. The pro-forma invoice shows how the real invoice will
look and shows the demographic data that will appear on invoice.

The user can then return to the Billing Worksheet(s) on this page and either approve or
delete each worksheet and save the page. After the page is saved, all Billing
Worksheets that had an action value of Approved or Delete disappear from the page.
The user will need to navigate to the Manage Contract/Project Bills. If the user needs to
modify the temporary invoice, the invoice should be deleted and the billing process
should be run from the beginning again to capture whatever changes occur within the
PeopleSoft source systems once the changes are completed.

The Worksheet Headers tab displays.

Optional to select specific search criteria by selecting the Set Filter Options link.
The Set Filter Options window displays.

Confirm that the Business Unit field is populated.

Enter other search values as you wish.

Select the Save Search or Search button.

ounhkwn =
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@ Note: Using the Set Filter Options page, the user can search for a specific Billing
Worksheet or a group of worksheets to be reviewed. This is a one-time setup step. The
other fields can be used (i.e Contract #) in the future on the ad hoc basis to filter the
worksheets displayed.

Filter Options

Enter your search criteria, then click the Search button to display new resulis.
“Business Unit [Wa02 Q|

Bill To From a
: fom |
From| =]
Y
Y
Cantract ype From Q
Contract From|
b FEOW @
Billing Specialist me[ a
Billing rom|
[ Y
Loc Dec 1D From| -
Pretax inveice Amt Fom
Added Wrthin Days I:I
Date Added fom H|
user1 From|_

include Approve Later Bills
[ Include Delete Later Bills

I searcn | [ Save Search | [ Clear Search Rem

7. The Set Filter Options window disappears.

8. The contracts that match the criteria entered on Set Filter Options page appear in the
Header Level Detail section of the page.

9. Select Header Info 1 button to view the header information for a particular bill.

Worksheet Headers: Line Delais

Busimess Unit  WAT4D

T change vour search criienia. click Sef Fiker Optians Search I
v e Sel Filler Oplions

Header Level Detail
ECY 4 4 (EEE RN Pl Viewsn

Letter of Cradit Fretax Invalce
¥

Contract Froject LOC Do ID Amount  CUITENSY Add To Bill Eilling Worksheet Header Infg 1

[m] 0000000000001 453 358731 USD Q, TMP-DODIDIGETE E

C— O Desiect Al
| approveNow | mpprovelstr | | Destebow Delets Lter

Banane ComtractProject Diks Lesier af Cradit SUmimsany

wioikshest Heaners | Line Detais

10. The Worksheet Header information for all awards that have expenses to be billed will be
displayed.
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11. Review the fields and links on this page to identify any incorrect values for the Sponsor.

12. Select Save to save changes. (This step is suggested on initial billings of a sponsor to ensure
that the correct setup has occurred for both the sponsor and awards. Any incorrect
information can be updated from these pages; however the Billing Specialist should also
update the Sponsor data as well as contact the Grants Manager for Award setup problems.)

13. Select the Navigation drop down menu arrow to select Header - Note.

@) Leave Invoice Date and Accounting Date BLANK. The system will auto-fill with the
Current Date on the Pro Forma and Finalized Invoice. This avoids the invoice being
'stuck’ in a prior period.

< Worksheet Headers Standard Billing

Header - Info 1 Line - Info 1
; E|
Unit  WA140 Invoice  TMP-0000006878 Pretax Amt 358733 USD -
Status | TMR Q Invoice Date 22t Cycle ID |ON-DEMAND Q
. a . [ W=
Type |CA Source CONTRACTS Q Frequency | Once ~
*Customer | FINOD107 Q SubCust1 SubCust2
* \iew Activity
State Board for Comm & Tech Colleges
“Invoice Form | XMLPUB Q From Date To Date
Accounting Date [a) Pay Terms |NET30 Q Pay Method | Check - =
Remit To |140BA Q Bank Account |BAC1 Q
Sales |SALES Q Bill Inquiry Phone |360-992-2286 Q
Credit | CRAN Q Collector |GENERIC Q
Billing Specialist | BISPEC Q Billing Authority |BISPEC Q
Billing Specialist Billing Specialist
Golo Header Info 2 Address Copy Address
Notes Express Entry Worksheet Aftachments
Page Series
4 Navigation | Header - Note ~ Prev Next
Summary Bill Search Line Search
Return to Search Notify Refresh Add Update/Display

Header - Info 1 Line - Info 1

14. The Header - Note page displays. Add information within the Note Text box.
15. Select Save to save changes.
16. Select the Worksheet Headers back button to return to the main Worksheet Header page

@ Usethe Header Note page to add additional custom details, such as Grant Name,

Billing Period, or ChartString data. This can help when applying payments and month
and/or year end reconciliation.
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< Worksheet Headers Standard Billing

Header - Info 1 Line - Info 1 Header - Note

unit  WA140 Bill To  FINOO10O7 Pretax Amt 3.587.33 USD

Invoice TMP-0000006878 State Board for Comm & Tech Colleges
Customer Notes
Bill Header Notes Q 10f1 v View Al
O standard Note Flag Std Note Q +| -
Internal Only Flag Note Type CUSTNOTE Q

Mote Text:-

Header Note _.. &

Customize your invoice by putting your ChartString or Contract ID number

This can help your AR process the payment or attach documentation at the time of deposit

#

77 characters remaining
Goto Header Info 2 Address Copy Address
Notes Express Entry Worksheet Altachments

Page Series
Navigation = Header - Note hd Prev  Next

Summary Bill Search Line Search
Return to Search Motify Refresh Add Update/Display
Header - Info 1 Line - Info 1 Header - Note

17. The Worksheet Headers main page displays. Select Search to view pending TMP billing
worksheets.

18. Select the TMP-000000XXXX Billing Worksheet to navigate to the Billing Worksheet and
review billable lines.

Worksheet Headers Line Detalls

Business Unit  WA140

To change your search crtena, chick Set Filter Ophions.
Set Fiter Options
Header Level Detall
5 Q 1-1 1w View All
contract Project jotterof Credit | ¢ poc 1 Pretax Ivoic® ¢ urrency Add ToBIN Billing Worksheat Header Info 1
0000000000000 483 3,587 33 | USD Q
¥l Selact All Jgselect Al
Approve Now Approve Later Delete Now Delete Later
Gole Manage ContractProject Bils Letter of Credt Summary
save | Notty || Refesh
Workshest Headers Line Details

19. The Billing Worksheet Line Details page displays.

20. Optional to select Defer from the Billing Option drop-down box. A Defer Date must be
entered if Defer is selected. Click on the calendar icon to select a date in the Defer Date
field. Best Practice is to defer a few days and this line will be visible after the Defer Date. For
more information, please see QRG Deferring a Reimbursable Grant Line.

21. Select Save.

22. Select the Bill Header hyper link.

Reimbursable Grant/Contract Billing Page 16
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@ The Lines Detail page shows all of the transaction lines to be billed that are associated
with every Billing Worksheet that appeared on the previous page.

forward/back arrows or the View All link.

Update Billing Worksheet

Notice your line level detail are visible by "chunks" of 20 lines or rows. Select the

< Worksheet Headers

Worksheet Headers | Line Detalls

Header Level Detail

Business Unit  Wa140
Billing Worksheet  TIMP-0000006878
Customer FINODIOT

Bill Header

Line Level Detail

5 a
General | Services | ConlractProject | v
Sequence PC BusUnit  Project Activity
1 WA140 Q000004340 INSTR
2 WA120 Q000004340 INSTR
3 watdn 0000004340 INSTR
4 WA140 0000004340 INSTR

Refresh

o

Warkshest Headers | Line Detalls

Contract  0000000000000000 1482

Project

m“" g‘;"m. Defer Date
Bl sl v

Bl sl v

BIL

BIL

Letter of Credit

LOC Doc ID

Gross Billable Amount

Description
Goods & Routne
Services

GGonds & Routne
Senvices

Benefits

Salanes and Wages

M WIndow

View All

356733 USD \

14ot20 w » M Wigw All

Gross | .- Discount  MetExtended  View Details  Source Type

Extended

oo 4298
ooo 4293
0.00 250
ooo 1,183 84

23. The Header - Info 1 page displays.

24, Select the Pro Forma icon to review the draft temp invoice.

Reimbursable Grant/Contract Billing
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¢ Worksheet Headers Standard Billing

| Header - Info 1 Line - Info 1 |
Unit  WA140 Invoice  TMP-0000006878 Pretax Amt 3,587.33 USDD .
Status | TMR =} Invoice Date ] Cycle ID |ON-DEMAND Q
. . BB
Type CA Q Source CONTRACTS Q Frequency | Once ~
*Customer FINOO107 Q SubCust1 SubCust2
¥ View Activity
State Board for Comm & Tech Colleges
“Invoice Form | XMLPUB Q From Date :_.:T To Date 0
Accounting Date =l Pay Terms <NET30 Q Pay Method | Check he &
Remit To  140BA Q Bank Account |BAC1 Q
Sales SALES Q Bill Inquiry Phone |360-992-2286 Q
Credit CRAN Q Collector |GENERIC Q
Billing Specialist BISPEC Q Billing Authority |BISPEC Q
Billing Specialist Billing Specialist
Goto: Header Info 2 Address Copy Address
Noles Express Entry Worksheel Attachments
Page Series
Navigation | Header - Info 1 v Prev Next
Summary Bill Search Line Search
H Retunto Search |  Notify | Refresh | Add | Updateisplay

Header - Info 1 Line - Info 1

9 The Pro Forma displays. Review as needed and close out the page. Return
to Worksheet Header main page or navigate back to Update Billing Worksheet.

I PRO FORMA I
Invoice No: TMP-0000006878
< Invoice Date: 421122
Page: 1of 2
Remit To: Customer Number: FINOO107
1933 Fort Vancouver Way Payment Terms: Net 30
Attnto:
Vancouver WA.J8553 Due Date: 5121122
Bill To: AMOUNT DUE: 3,587.33 USD
State Board for Comm & Tech Colleges
Grant Coordinator
PO Box 42495
lympia -24¢
United States Net 30
Amount Remitted
For billing questions, please call 360-992-2286
Original
[Line Identifier ipti Quantity UOM Unit Amt Net Amount |
1 GRANT_SVC Benefits 1.00 673.92 673.92
H GRANT_SVC Benefits 1.00 356 356
VPV VYV VYV VYV VYV VYV VYV VYV VIV VPV VYOOV VYOV P
PRO FORMA
Invoice No: TMP-0000006878
Invoice Date: 4121122
Page: 20f 2
[Line  Identifier Descripti Quantity _UOM Unit Amt Net Amount |
8 GRANT_SVC Salaries and Wages 0.36 UNT 3.259.67 1.173.48
19 GRANT_SVC Salaries and Wages 0.36 UNT 3.294.00 1.185.84
20 GRANT_SVC Salaries and Wages 1.00 1236 12.36
Subtotal: 3.587.33
Amount Due: 3,587.33

Header Note ...
Customize your invoice by putting your ChartString or Contract 1D number
This can help your AR process the payment of attach documentation at the time of deposit

Reimbursable Grant/Contract Billing
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Navigation: Billing > Manage Billing Worksheet > Update Billing Worksheet

25. The Update Billing Worksheet or main Worksheet Headers page displays.

26. Select the check box corresponding to the appropriate contract and select the Approve
Now button.

27. Select Save.

@ Only approve the worksheet if you are sure that it is correct, otherwise you should
delete the worksheet and start the process over again.

< Process List Update Billing Worksheet
Worksheet Headers Line Details
Business Unit  WA140
To Change vour search cmena, click Set Fiiter Options. o1 Fiter Of Eearch
o T pions
Header Level Detail
5 Q 1 1w View All
Contract Project uerofCredlt | o¢ poc i Fretax imvolce  currency Add To Bill Billing Worksheet Header Info 1
O00O0000000000001 462 3.5687.33 USD (=] TMP-D0ODONOGETS

* Select A Deselect A

Approve Later Detete Now Detete Later

Coto: IManage ContraclProject Bills Letier of Credit Summear
save | Netify Refrash

Worksheet Headers Ling Details

4. Search, Select, Print Pro Forma, or Generate Invoice

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

+ ZZ Billing Contracts

« ZZ_AWE_BI_APPR_060

« ZZ_AWE_BI_APPR_060_HI
+ ZZ_AWE_BI_APPR_062

« ZZ_AWE_BI_APPR_063

« ZZ_AWE_BI_APPR_064

« ZZ_AW_BI_INV

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

Navigation: Billing > Manage Billing Worksheet > Review Contract/Project Bills

(OR select the Manage Contract/Project Bills link from the Update Billing Worksheet page)
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—

The Review Contract/Project Bills page displays.
Enter Business Unit.
Enter appropriate values in any of the fields in the top portion of the page and click the
Search button. Copy or write down the invoice number(s) to be finalized.

@ Note: Specifying multiple values will help you to limit the number of results returned.

Also note the Pro Forma icon is available to review the invoice as it will be printed.

¢ Worksheet Headers Review Contract/Project Bills

Review Contract/Project Bills
Business Unit
Inveice
Customer
C I
Contract/Project Bills

m a

Business .
Sel Uit Invoice

O WAT4D CA-0000007628

O WAT4D CA-OL

O WAT4D

WAT40 C

WAT4D CA-DDO000Z1ET

Gotlo Workshesat Letter of Credit Summary

Notify Refresh

Contract
Q Project
Q Letter of Credit

LOC Doc ID

:.Deﬁ:er of Credit | mm poc D

Eill
Status

ROY

RDY

ROY

RDY

RDY

Dtime Add
0442472022
F48FM

042172022
4:47PM

042172022
4.47PM

02172022
44TPM

O0TH0272020
4:28PM

1 Job Overrides

O Include Invoiced Bills

Pretax Amt

358733

158298

35,580.65

4727254

2367661

I:IE;

Inveice Amount

3,587.33

158298

39,580.65

47,272.54

23,67T6.61

[5 w View 4

Currency

UsD

UsD

uso

uso

UsD

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

« ZZ Billing Entry

« ZZ Grant Processing

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

Navigation: Billing > Generate Invoices > Non-Consolidated > Single Action Invoice

4. The Single Action Invoice search page displays.

5. 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.

Reimbursable Grant/Contract Billing
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« 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.,
WAO040_SINGLE_ACTION_INV (Business Unit, Process).

The Single Action Invoice page displays.

Select the Print Options tab.

In the Summarization Options section, select Print Both Summarized & Detail.
Select Save.

Return to the Single Action Invoice tab.

LYo N

@ Once you have set your preferences for Print Options, the system will remember your
select for future billings!

single Action Invaice Print Options

Selection Parameters Q M1~ Wiew All

Seq Nbr 1 + -

Print Invoice Sort By Summarization Options

® Country, Postal For Invoices associated wilth Summarizalion Template
Customer, Invoice Print Detail

~ Bus Unit, Invoice ) Print Summarized

| =iPrint Both Summarized & Detail |

“EDI Invoice Options | EDI Only - Print Only Unprinted Involces
Print Listing

“Email Notification Options | Email Cnly v
*Email Invoice Options | Email Only v
“Federal Highway File Options | File Only w
*Elec Invoice File Options | Xml Only ~

Currency Shown on GL Report | Transaction Cumency -

Notify Add Update/Display

Single Action Invoice Print Options

11. The Single Action Invoice tab displays. Select the following selection parameters:
a. Select the Posting Action to Batch Standard.
b. Select Invoice ID.
c. Enter Business Unit.
d. Enter From Invoice and To Invoice.

12. Select the Yellow Folder Icon to review what Bills are to be processed.
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< Header - Info 1 Single Action Invoice

Single Action Invoice Print Options

Repor Manager

Run Control ID  SINGLE_ACTION_INVOICE

Language | English - ® Specified Language

Selection Parameters

Seq Nbr 1
nvoice Date Option
® Processing Date

) User Defined

Posting Action

O Do Not Post ® Batch Standard
Range Selection

Can ® |nvoice 1D

U Bill Cycle ) CustID
) Date Bill Added O Bill Type
O Range ID O Bill Source

O Public Voucher Number

Single Action Invoice Print Options

a

Process Monitor Run

O Recipient's Language

Q 10f1 v

Business Unit |Wal40 Q

View All

| -

From Invoice JCA-0000007688

To Invoice JCA-0000007688

Add

Update/Display

13. The Bills To Be Processed window displays. Review as needed.

14. Select Return.
15. Select Run.

A If the Bills To Be Processed is blank or missing information, then no Bills are ready to

be processed, you may need to have your invoice 'Submit for Approval' or have an

issue.

Reimbursable Grant/Contract Billing
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Bills To Be Processed

Bills To Be Processed
H Q

4

1 1-10f1 »

Bl Unit Invoice Customer Layout Type  Bill To Media

WAT4D CA-0000007688 FINOO107 X

Print Copy

16. The Process Scheduler Request page displays.

17. Select the process Single Action w/ Comm Cntl or BIJJOB03K and also verify that the type

and format are set as shown below.
18. Select OK.

Process Scheduler Request x
Help  *
UseriD  CTC_KEBERT Run Control 1D SINGLE_ACTION_INVOICE
Server Name | ~ Run Date | 04/21:2022 =
Recurrance ~ Run Time |609:17PM | Reset to Current Date/Time
Time Zone Q
Process List
Select  Description Process Name Process Type «Type :Format Distribution
[u] Billing Currency Conversion BICURCNY Application Engine Web v [T~ Distribution
[u} Generale AP Vouchers BIGNAPO1 SQR Report web ~|  |[PDF v Distribution
[u] Pre-process & Finalization BIVC000 Application Engine Web v [ > Distribution
[u] Single Action Invoice BIJOBO3 PsJob (Nong) v | (None) ~ Distribution

<

Distribution

Single Action w/ Comm Crtl BIJOBO3K PsJob (None) ~ (Nane)
ﬁ UL v T v TOPUS S POPY SOOI UL SIS PN

Print XMLP PS/OM Invoice BIPJBS PSJob (Nong) | (None) ‘ Distribution
] Print XMLP PSAQ1 Invoice BIPJ9O PSJob (Nong) | (None) v ‘ Distribution
[w] Print XMLP PSAQ2 Invoice BIPJ2S PSJob (Nong) | (None) « ‘ Distribution
=] Billing Pre-Load Process BIPRELD Application Engine Web | TXT  ~ | Distribution
Comm. Cnirl. Budget Processor FS_BP Application Enging Web v | TXT w ‘ Diistribution

19. The Process Scheduler page disappears.

Reimbursable Grant/Contract Billing
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20. Note the Process Instance number and select the Process Monitor link OR navigate to the
Process Monitor: Navigation > Peopletools > Process Scheduler > Process Monitor.

21. Refresh the page until the Run Status is Success and Distribution Status is Posted.

22. Select the Report Manager link OR navigate to Navigation > Reporting Tools > Report
Manager

9 Optional to select the BIJOBO3K hyperlink to view the status of the process.

Process Detall

Process Name  BIIOBOSK

Main Job Instance 2036316
Left | Rignt

& 2036316 - BNOBOIK Success
B 2035317 - BINCOOD Success
2036318 - BI_IVCEXT Success
% 2035319 - BISPJ0O Success
% 2035320 - BIXPJ0O0 Success
2036321 - BISLSUM Success
2036322 - BIGIVCPN Success
2036323 - BICURCNY Success
2036324 - BIPRELD Success
2036325 - BILDGLO1 Success
2 2036326 - F5_BP Success
B 2035327 - BILDARD! Success
2 2035328 - BISF108X Success
B 2035329 - BIGNAPO1 Success

Return

23. The Reporting Manager page is displayed.
24. Select the Administration tab.
25. Select the BI_PRNXPNO1-BI_PRNXPNO1.pdf description hyperlink to view or print the invoice.

9 Note: The general ledger accounting entries and AR tables will be loaded as a part of

the nightly batch process. If the Sponsor requires the bill to be completed in a format
they provide, provide a copy of the completed Sponsor Invoice to be scanned into
image now in the Business office once bill is sent out.
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< List Report Manager

List Explorer

Administration Archives

View Reports For

User ID ICTC_KEBERT

Status

Report List
5 Q
Report
Select D
1855095

1855094

1835093

O 1855082
o o S

Type

b

Folder

Pres
Instance

2036342

2036333

2036343

2036332

w | | Last

* Instance

Description

BIXCLSUM - BIXCLSUM.pdf Summary

BI_PRNXPNO1 - BI_PRNXPNO1 pdf Detail

Invoice Bursting Program

Print Portrait style invoices

v 1 Days
to

Request F t Statu
Date/Time S s
042142022 Acrobat
616:10PM  (rpan  Costed
041212022  Acrobat
6:13:39PM (pan  Fosted
04/21/2022  TextFiles
6:11:14PM (* bet) Fosted
04/21/2022  Acrobat

" Pasted
P Y Y YVYYYVVYVYYYYY VS WYY

View All

Details

Details

Details

Details

Details

Refresh

PV S S

0 SBCTC recommends to use the PeopleSoft Invoice (i.e. CA-574 or CA-0000000574)
number as your OBIS Invoice Number or G5 Drawdown description. This will help
with month/year end reconciliation as well as future audits. For more information,
please see SBCTC Memo_OBIS Invoice Number.

Reimbursable Grant/Contract Billing
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T Invoice No: CA-0000000574
1[:f\u(:fq [ NA INVOICE Invoice Date: 111617
COLLEGE Page: 10f 1
Please Remit To: Customer No: FINOO107
Payment Terms: Immediate
Tacoma Community College )
Attn to: Accounts Receivable Due Date: nnen?
6501 S 19 St
Financial Services Bldg #14
Tacoma, WA 98466
Bill To AMOUNT DUE: 866.32 USD
State Board for Comm & Tech Colleges
1300 Quince Street
PO Box 42495
Otympia WA 93504
United States _
Amount Remitted
For billing questions, please call 425-555-1212
Original
[ Line Description UoM Net Amount
1 Client Svs/F&A 26.00 23855
2 Empioyee Benefits 6,00 180.00
3 Goods and Services 10.00 248.77
4 Salary and Wages 5.00 13000
5 Travel 5.00 60.00
Subtotal 866.32

Amount Due: 866.32 USD

Note: Lines with no QTY / UOM means summarized bill lines have different or blank Unit of Measures.

24. Process complete.

CRC Billing Checklist

9 After you understand the processes above, the following resource provides a quick 1
page checklist to print out or reference when running the Cost Reimbursable Contract

Billing process.

CRC Grant Billing Checklist

Video Tutorial

The video below demonstrates the process actions described in the steps listed above. This

video includes audio and closed captioning. Select the play button to start the video.

Reimbursable Grant/Contract Billing
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Video Tutorial Via Panopto

View the external link to Reimbursable Grant/Contract Billing. This link will open in a new
tab/window.

VII. Appendix

Review Billing Details

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

+ ZD Billing Inquiry

« ZZ_AWE_BI_APPR_060

* ZZ_AWE_BI_APPR_060_HI
« ZZ_AWE_BI_APPR_062

« ZZ_AWE_BI_APPR_063

« ZZ_AWE_BI_APPR_064

« ZZ_AW_BI_INV

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

Navigation: Billing > Review Billing Information > Details

The Bill Inquiry search page displays.
Enter Business Unit.

Enter Invoice.

Select Search.

The Header-Info 1 tab displays.
Select the Line-Info 1 tab.

ouhkhwn =
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Header - Info 1 Line - Info 1
Unit  WA240 Invoice CA-0000012286 Invoice Amt 10,123.44 USD *ﬁ?’
Status  INV Invoice Date (3/23/2023 Cycle ID ON-DEMAND
Type CA Worksheet Cross Reference Source CONTRACTS Frequency Once
Customer FINO0102 SubCust1 SubCust2
US Department of Education
Invoice Form XMLPUB From Date To Date
Accounting Date  03/23/2023 Pay Terms NET30 Pay Method Check
Remit To  240US Bank Account  CHCK View Invoice Image
Sales SALES Bill Inquiry Phone  360-596-5400
Credit CRAN Collect GENERIC
Billing Specialist BISPEC Billing Authority BISPEC
Billing Specialist Billing Specialist
Goto: Header Info 2 Address Copy Address Notes
Summary Commit Cntrl
Page Series
Header - Info 1 - Prev Next
Bill Search Line Search
Return to Search ] l Notify l l Refresh ]

Header - Info 1 Line - Info 1

7. The Line-Info 1 tab displays.

and drop-down menu options at the bottom of the page.

Reimbursable Grant/Contract Billing
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Header - Info 1 Line - Info 1

Unit  WA240 Bill To  FIN0O102 Invoice Amt 10,123.44 USD
Invoice CA-0000012286 US Department of Education Max Rows | 20 ';“‘—"
Bill Line Q | 10016~ || » || M ‘ I ViewAl
Seq 1 Line 14 Net Extended  3,760.00
Identifier GRANT_SVC Description  Goods & Routine Services
Quantity 0.1900 From Date 01/05/2023
Unit of Measure EA To Date 01/05/2023
Unit Price 19.789.4700 Line Type REV Accumulate
Gross Extended 3,760.00 Tax Code Tax Exempt
Less Discount 0.00 Exempt Cert
Plus Surcharge 0.00
Net Extended 3,760.00
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 3,760.00
Goto Line Info 2 Tax Accounting Discount/Surcharge
Notes Commit Cntrl
Line - Info 1 - Page Series
Summary Bill Search Line Search Prev Next
Return to Search | l Notify l | Refresh

Review Accounting Entries in Billing by Invoice

@ You must have at least one of these local college managed security roles:
+ ZD Billing Inquiry
If you need assistance with the above security roles, please contact your local college

supervisor or IT Admin to request role access.

Navigation: Billing > Review Billing Information > Review Entries by Invoice

@ View specific accounting entry information about the invoice selected.

@ Note: The remaining steps are executed as part of the nightly batch processes, but are
included in this document so the end user understands the entire bill creation lifecycle.

1. The Accounting Entries by Invoice search page displays.
2. Enter Business Unit.
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3. Enter Invoice.
4. Select Search.
5. The Accounting Entries tab displays.

Review Entries by Invoice

w
Unit  WA240 Bill To  FINOD10Z Invoice Amt 10,123.44 USD .
Invoice  CA-0000012286 US Department of Education
Accounting Entries
| IT';‘| Q = 140132 o~ B ] View All
Accty Information | Transaction Amounts Discounts/Surcharge Journal Information Reference Information | |»
} oper state ] ) ) )
GL Unit Acctg Date Type Account unit Fund Approp Dept Class Purpose PC Business Unit Project Activity
WA240 03/23/2023 Accounts 1010100 7240 145 CRI 26012 181 N WA240 0000007715 CARP1
Receivable
Unbilled Acct ]
WA240 03/23/2023 i 1010050 7240 145 CRI 26012 181 N WA240 0000007715 CARP1
WA240 03/23/2023 Accounts 1010100 7240 145 CRI 26012 181 N WA240 0000007715 CARP1
Receivable
Wwa240 03/23/2023 L S 1010050 7240 145 CRI 26012 181 N WA24D 0000007715 CARP1
Receivables
1 »
Total Debits 10,123.44 USD Total Credits 10,123.44 USD

Retum to Search H Notify |

@ Note: The entries can be further validated by clicking the Transaction Amounts and
Journal Information tabs.

Enter Bill Header Notes

Navigation: Billing > Locate Bills > Bills Not Invoiced

@ Header notes apply to the entire bill. To select a predefined note (one that you have
already defined on the Standard Note page in General Options), select Standard Note
Flag and select a note code in Std Note (standard note). Once you press Tab to exit the
Std Note field, the note type ID is displayed in the Note Type field, and the predefined
text for that note is displayed in the Note Text field. To create a note, do not select
Standard Note Flag. Select a note type, and in the Note Text field, enter the text to
appear on the invoice. Select ‘Internal Flag Only’ if you do not want the note to appear
on the actual invoice.

1. The Bills Not Invoiced page displays.
2. Enter Business Unit.
3. Select from "Customer" or "Contract" in the Bill To field.
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4. Select Search.

5. Select the check box next to the invoice and select the Header Notes hyperlink to go to the

Notes page.

Bills Not Invoiced

*Unit |WA1 40 Q *Currency Option | Transaction Currency v
*Bill To | Customer ~ “ID |FINGO107 Q v <
113.376.89 | 113.376.89 1 T 4 of
Bill Search Results
| = | Q 40f4 w | View Al
[ Details | | References I
Select Type Status Source Invoice ;Il;e\:.;lp:::tlglag g';;lu m:&%: Currency Created By
CA ™R CONTRACTS THMP-0000004835 N 4727254 USD 101023343
CA TMR CONTRACTS TMP-0000004834 N 39,580.656 USD 101023243
CA TMR { CONTRACTS MP-0000002807 N 101012882
CA RDY CONTRACTS CA-0000003167 N 2367661 UsSD 101012862
Summary Header Info 1 Address Copy Address Header Motes
Line Info 1 Tax Accounting Discount/Surcharge Line Notes Line Search
[ Motify ] [ Retresh

6. Enter the information you would like displayed on the invoice in the Note Text section of

page.
7. Select Save.

‘ Billing General

[ Header - Notes

Unit  WA140 Bill To

Invoice TMP-0000002807

Bill Header Notes

[] standard Note Flag

Ll Internal Only Flag

Note Text:
Billing for March 2023

BEDA MASTER GRANT
145-118-12345-0000005678-BEDAM

183 characters remaining

Go to: Copy Address
Summary Standard Entry

FINOO107 Pretax Amt

State Board for Comm & Tech Colleges

Q|
Std Note | Q
Note Type | Q

Header Notes

Bill Search Line Search

Navigation | Header - Note

Accounting Distributions

2,847.09 USD

Attachments

I Return to Search ‘ I Notify

=3

Billing General Header - Notes

Customer Notes

| ViewAll

Page Series

Prev Next

Reimbursable Grant/Contract Billing
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Correct Interface Errors from CA to Bl Interface Process

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

+ ZZ Billing Entry

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

Navigation: Billing > Interface Transactions > Correct Interface Errors

1. The Review Interface-Errors search page displays.
2. Enter the Interface ID (INTFC_ID) generated from the Contracts to Billing Interface process

and/or enter the Business Unit. See CA to Bl interface procedure for the steps required to
find the INTFC_ID.

3. Select Search.

4. The rows in error during the CA to Bl process display in the Search Results section of the
page.

5. Select one of the rows.

Review Interface - Errors

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

I Find an Existing Value

* Search Criteria

Interface ID | = v 11289 Q
Interface Line Number | = ~
Transaction Type | = v v
Transaction Type Seq | = A4
Error Status | = A ~

Business Unit | begins with v | | \WA230
Customer | begins with v
Bill Source | begins with v

Bill Type Identifier | begins with ~

m| Clear Basic Search & Save Search Criteria

Search Results
View Al

Interface ID Interface Line Number Transaction Type Transaction Type Seq Error Status Business Unit Customer Bill Source  Bill Type Identifier

11289 Charge 1 v Cntct WA230 FINOOBS2 CONTRACTS CA
11289 2 0682 | COI TS CA

Charge 1 v Cntct WA230

Charge 1 nv Cnict WA230

6. The Billing Interface - 1 tab displays.

7. Review the Load Status or Errors. For more information on Interface Error Codes, please see
QRG Correcting Interface Errors.
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8. If able, populate the missing value. Select Save.
9. Select Return to Search and repeat these steps for each row in error.

£ Bills Not Invoiced

Correct Interface Errors

Billing Interface - 1 ‘ Billing Interface - 1

Interface ID

sl L02cISt3tUS

Business Unit

1289
ERR 0080
WA230

Header Fields Key

Header Fields Bill By

Adjust Trans Type
Create New Bill:

Temporary Bill: @

Entry Type Q
Entry Reason Q
Entry Event Q
“Business Unit |'WA230 Q
GL Business Unit |‘WA230 Q
Customer ID | FINOOS82
Bill To Location 1Q
Number of Copies :
Contact Seq Number 1Q

Analysis Type |B\L Q|
Billing Plan ID |B1m

Bill Plan Line Number

Name
‘/f{f/f’//((({{({///////{(’//y

+ 4

Line Number 1 Transaction Type LINE Seq Num 1
Invalid Bill-To Contact Process Instance 3657560
Customer ID  FINOOGS2 GL Business Unit  \WA230
Letter of Credit ID |
Letter of Credit Document ID |
Sequence Number |_
Sold To Customer |FINO0GE2 Q|
Sold To Address Seq Number | 1Q
PC Bus Unit |WA2:}U Q
Project |0000008361 al
Activity |BOOKS Q ‘
Source Type | Q
Qa Category | Q
Subcategory | Q

Iy,

Note: The Load Status displays the error associated with the row. Often the message
will not provide enough detail to understand the issue. The PS_INTFC_BI_AEDS tab
may also contain on the row some additional detail about the error.

Typically the error will be caused because a required field wasn't populated during
award setup. The following fields are required fields by Billing Type:

Cost Reimbursable
Address Sequence Number
Billing Specialist

Billing Cycle Identifier

Bill Inquiry Phone

Contract

From Date

Invoice Date

Reimbursable Grant/Contract Billing

Fixed Price

Address Sequence Number
Billing Specialist

Billing Cycle Identifier
Contracts Business Unit
Contract

From Date

Invoice Date

Cost Reimbursable (LOC)
Address Sequence Number
Bill Source

Contracts Business Unit
Contract

Invoice Date

Invoice Form

Letter of CreditID
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Invoice Form Invoice Form Letter of Credit Document ID

To Date To Date
Review Grant Billing History

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

+ ZC Contracts Processing
« ZZ Contract Maintenance
+ ZZ Contract Processing

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

Navigation: Customer Contracts > Create and Amend > General Information

The Billing History can be reviewed after the nightly batch processes have been run.
Complete the steps below to review the history.

The General Information search page displays.

Enter Business Unit.

Enter or lookup Contract ID number.

Select Search.

The General tab displays.

At the bottom of the page, please select the Billing Plans link.

ok wWwnN =
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[ General H Lines H Amendments

Contract Number 00000000000000003895 Sold To Customer State Board for Comm & Tech Colleges
*Contract Status |ACTIVE Q |

Amendment Number gpooo0000o

Amend Contract Add to My Contracts |

Description |2022—23 BEDA Special Projects Processing Status  Active

Contract Admin | Q | Amendment Status Complete
Region Code Business Unit SOUTH PUGET SOUND COMM COLLEC
Contract Type GRANT Contract Classification Standard
Currency Code USD Start Date  07/01/2022
Exchange Rate Type CRRNT End Date  08/31/2023
Contract Signed  (07/01/2022 Last Update Date/Time 02/14/2023 4:12:16PM
Contract Role Last Update User ID 101052421

Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Revenue Profile
Use Project ChartFields: [

» Other Information

» Summary of Amounts (3

Billing Plans Revenue Plans Milestones Renewals Supplemental Data GoTo | More
[ Return to Search Motify

General Lines Amendments

7. The Assign Billing Plan page displays.
8. Select the Plan link.

Assign Billing Plan

Contract  00000000000000003895 2022-23 BEDA Special Projects
Sold To Customer State Board for Comm & Tech Colleges

Contract Lines to be Assigned / Unassigned

5
Line Product Line Description Billing Amount  Price Type Plan Plan Description
— Reimbursable Grant .
] 1 GRANT_SVC Services Rate As Incurred Rev & Bill Plans
¥ Select All Clear All

Bill Plan to Assign / Unassign

Billing Plan |NEXT Q Billing Plan Template | Q
Billing Method | v Bill Plan Detail Template ID | Q
Description |

Assign selected Lines/Sequences to Billing Plan Unassign Unassign selected Lines/Sequences from Billing
Plan

Retumn to General Information

I Return to Search l

Notify }

9. The Billing Plan General tab displays.
10. Select the History tab to see all invoices created.
11. In the Contract Billing History section, select the Billing tab to review the Billing history.
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Contract 00000000000000001658
Sold To Customer FINOD107
Billing Plan 4 B101 >

| Source | Billing Contracls Projects

*Cross

Rs::::::uu_ B1 Unit Blling . Invoice

1 WA030 CA-0000007605
2 WA030 CA-0000007510
3 WAO30 CA-D000003177
1 WA030 CA-0000003375
5 WA030 CA-0000003947
6 WA030 CA-0000008371

Return to Assign Billing Plan

|5 save |[[a" Retum to Search || (=] Notify

Billing Plan General | Billing Plan Lines | Evenis | Tax Parameiers | History

Billing Plan General | Billing Plan Lines | Events | Tax Parameters .

State Board for Comm & Tech Colleges
Fixed Price Contract

Amount Details
Negotiated Amount 33,300.00
Total Net Extended Amount 2830474
Contract Billing History

Invoice
Type

REG

REG

REG

REG

REG

REG

Invoice Date

0472212022

0472212022

06/01/2022

06/16/2022

06/30/2022

07152022

AR Htem Info

AR ltem Info

AR ltem Info

AR ltem Info

AR ltem Info

Bl Unit wWao30

Bill To FINOD107 State Board for Comm & Tech Colleges

Currency USD

Personalize | Find | (7|

g::::wy Net Extended Amt
usD 6,006.14
usD 861.23
usD 3,130.26
UsD 6,318.73
usD 4217.72
usD 7,740.66

First

1

16 of 6 ' Last

Gross Extended

& Add

6,006.14 [+]

86123 [#]
313026 [+]
534873 [+]
421772 [#]

7.740.66 [+]

£l Update/Display

12. Process complete.
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