9.2 Running Start Billing & Payment Process
in Finance

Purpose: Use this document as a reference how to bill and receive payments for the
Running Start Program in ctcLink. Please also refer to your local college's business practice
decisions.

Audience: Finance Staff.

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

« ZZ Billing Entry

« 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.

Running Start Billing & Payment Process in Finance

Create a Standard Bill

Standard Bills are easily copied for invoices that are same in format but vary in
customer name and amounts.

Navigation: Billing > Maintain Bills > Standard Billing

1. Select the Add a New Value tab

2. On the Bill Entry page, enter the following criteria:
+ Business Unit.
+ Keep Invoice field as NEXT.
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Bill Type Identifier = MSC.

« Bill Source = ONLBILLING.

* Customer ID.

Invoice Date.

« Accounting Date (in an open month).

3. Select Add.

Bill Entry

Eind an Existing Value ‘ [ Add a New Value

*Business Unit |w,6.t}=10 Q

*Invoice |NEXT
Bill Type Identifier |MSC Q. |
Bill Source |ONLBILLING Q|

Customer |RS1OGUO‘I2 Q

Invoice Date |D?.-'25."2023 E

Accounting Date |07/25/2023 [tz

Find an Existing Value Add a New Value

4. The Header - Info 1 page displays.
5. Select the Line - Info 1 tab.

@ By entering the initial criteria on the Add a New Value page, fields auto-fill with the
information. Update or edit as needed.
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Header - Info 1 ” Line - Info 1

P
unit  \WAQ40 Invoice NEXT Pretax Amt 000 uUsD .
Status NEW Q Invoice Date | 07/25/2023 jl Cycle ID | ON-DEMAND Q
“Type |MSC Q Source | ONLBILLING Q | *Frequency | Once ~ | B ®
*Customer |RS1000012 Q _ SubCust1 SubCust2
w\iew Activity
Arlington School District
“Invoice Form | XMLPUB Q From Date E” To Date
Accounting Date | 07/25/2023 Pay Terms | IMMED Q | Pay Method | Check -
Remit To |040I1B Q Bank Account | CHCK Q |
Sales SALES Q Bill Inquiry Phone | 360-416-7801 Q |
Credit |CRAN Q Collector | GENERIC Q|
Billing Specialist | BISPEC Q Billing Authority | BISPEC Q |
Billing Specialist Billing Specialist
Go to: Header Info 2 Address Copy Address
Moles Express Enlry Attachmenls
Page Series
Navigation | Header - Info 1 v | Prev Next
Summary Bill Search Line Search
Save | Notify Refresh l Add [ Update/Display

Header - Info 1 Ling - Info 1

6. The Line - Info 1 page displays.
7. In the Bill Line area, enter the criteria:
* In the Table field, enter ID for 'PS/Billing Charge ID".
+ Add a meaningful description, i.e. ACAD AATFE.
+ Optional to enter the From Date and To Date.
« Add the Quantity, i.e. number of Non-Vocational FTEs.
+ Enter EA for Each for Unit of Measure.
« Enter the Unit Price for Non-Vocational FTEs [Taken from the OSPI Website].

8. Select Save.

@ Instead of using the functionality to calculate totals, it is optional to enter in Quantity
of 1", Unit of Measure 'EA', and enter in a 'Total Amount' in the Unit Price and Gross
Extended.
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€ My Homepage - WorkCenters Standard Billing

Header - Info 1 Line - Info 1 |

Unit  WA220 BillTo RS10007T06
Invoice NEXT Tacoma School District
Bill Line

Kdentifier Look Up Date  06/15/2021 35

Line

Seq 1
e [54] .
ot essurs [ G
Unit Price 296.900
Gross Extended 0.00
Less Discount 0.00
Plus Surcharge 0.00
Net Extended .00
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 0.00
Go fo Line Info 2 Tax
Motes Express Entry
Summary Bill Search Line Saarch

=

Save Motify Refres

Headsr - Info 1 | Line - Infa 1

Pretax Amt

=B Max Rows

Q

000 USD
20 B =

Q 1of1 v View Al

| -

Net Extended (0

Description | ACAD AATFE

From Date |5/1/2021

To Date |5/31/2021

Line Type |REV
Tax Code

Exempt Cert

Accounting

Navigation

a Accumulate
a O Tax Exempt
Q

Discount/Surcharge

Ling - Info 1 v Page Series
Prev  Next
Add Update/Display

9. Select the plus icon to add another line (if applicable to add a bill line item for Vocational

FTEs).

0 Upon saving the page, the invoice or bill number has been created and the total

amount updated. Itis optional to use Quantity of 1 and add the total dollar amount
instead of using PeopleSoft to calculate the totals.
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¢ My Homepage - WorkCenters. Standard Billing

Header - Info 1 Line - Info 1
Unit  WA220 Bill To RS1000705 Pretax Amt 1047579 USD
Invoice  MSC-0000005202 Tacoma School District = B Max Rows o B E
Bill Line Q 1of1 v View Al
dentifier Look Up Date | 061162021 i -
Seq 1 Line Net Extended 10 47579
Table 1D Q Identifier qQ Description | ACAD AATFE
Quantity 11 6800 From Date | 050172021 [f5H]
Unit of Measure |EA Q ToDate 053172021 [
Unit Price 96,9000 Line Type |REV Q Accumulate
Gross Extended 1047578 Tax Code Q O Tax Exempt
Exempt Cert Q
Less Discount 0.00
Plus Surcharge 0.00
Net Extended 10,475.78
VAT Amount 0.00
Tax Amount .00
Net Plus Tax 10.475.79
Goto o A ing D USurcharg
Notes press Entr
Navigation | Line - Info 1 v Page Series
Summary Bill Search Line Search Prev Next
Save Motify Refresh Add Update/Display
Header - Info 1 Info 1

10. Bill Line 2 displays.
11. In the Bill Line area, enter the criteria:
* In the Table field, enter ID for 'PS/Billing Charge ID'.
+ Add a meaningful description, i.e. VOC AATFE.
+ Optional to enter the From Date and To Date.
+ Add the Quantity, i.e. number of Vocational FTEs.
+ Enter EA for Each for Unit of Measure.
« Enter the Unit Price for Vocational FTEs [Taken from the OSPI Website].

12. Select Save.

Instead of using the functionality to calculate totals, it is optional to enter in Quantity
of 1", Unit of Measure 'EA', and enter in a 'Total Amount' in the Unit Price and Gross
Extended.
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Header - Info 1 Line - Info 1

Unit  WA220 Bill To RS1000706
Invoice  MSC-0000005202 Tacema School District
Bill Line

Identifier Look Up Date | 06/152021 [z

Seq 2 Line

Table Identifier
Quantity 06600

Unit of Measure

Unit Price 998 7100

Gross Extended 0.00
Less Discount 0.00
Plus Surcharge 0.00
Net Extended 0.00
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 0.0
Goto Line Info 2 Tax
Notes Express Entry
Summary Bill Search Line Search
ﬁ Notify Refresh
Header -Infa 1 | Line - Info 1

Pretax Amt 1047579 USD
B & Max Rows L
Q | 4 4 |2ef2v View Al
-
Net Extended (0D
Q Description [VOG AATFE
P
From Date |5/1/2021
To Date |5/312021 [
Line Type |REV Q Accumulate
Tax Code qQ,| O TaxExempt
Exempt Cert Q
Accounting Discount/Surcharge
Navigation | Line - Info 1 ~ Page Series

Prev  Next

| Add H Update/Display

13. Select the Accounting hyperlink.

@ Bill Line Sequence 2 updates the line amount and the total bill amount.

Header - Info 1 Line - Info 1
Unit  WA220 Bill To  RS1000706
Invoice  MSC-0000005202 Tacoma School District
Bill Line
Identifier Look Up Date | 061672021
Seq 2 Line
Table ID  Q Identifier
Quantity 0.6600
Unit of Measure EA Q
Unit Price 998.7100
Gross Extended 659.15
Less Discount 0.00
Surcharge 0.00
Net Extended 659.15
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 669.15
Goto: Line Info 2 Tax
Moles Express Entry
Summary Bill Search Line Search

H| Notity | | Refresh

Header - Info 1 Line - Info 1

Pretax Amt

= &

From Date
To Date
Line Type
Tax Code

Exempt Cert

11,134.94 USD
Max Rows n ®EE
Q | a 4 2qi2w View All
| -
Net Extended  §59.15
Q Description  VOC AATFE
050172021
053172021 [izE]
REV Q Accumulate
Q| O TaxExempt
a
Discount/Surcharge
Navigation | Line - Info 1 w Page Series
Prev Next

Add || UpdateiDisplay
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14. The Revenue Distribution page displays.

15. Select the View All hyperlink (if you have 2 bill lines).

16. In the Bill Line Distribution - Revenue section, enter the either the Bill Code or the
appropriate ChartString for each Bill Line.

Haadar - Infiz 1 Ling - Infia 1 Rawarue [Hetribuzicn |
Unit  Wiazd) Bill To  RS1000705 Prelax &mil (R ECE- i i
Invoice  MISC-D000006202 Tavoma Schoul Dishicl = W Mows T I
Bill Line Q 4 A4 | Zafd w
Soq 2 Line Met Extended  £59.15
Identifier Description VT AATFE

Bl Craatas (31 Acct Entrias
Biil Line Distributlon - Revenue

- |
Aty Information Redaranea Information 10
Coda Acrount Cipar Link Fund Approp hape Class g::_li;mn Projact Program Subsldlary

Wicew Al

Affilists

@ It is optional to use the Code or Revenue Dist Code/Speed Type field to auto-fill with

the correct RS Revenue ChartString. This requires configuration or setup of a "Revenue

Dist Code" for your college.

Look Up Code *

Help
SetlD WA22D
Hevenue Dist Code | begins with v | 220-RM

Clear Cancel Basic Lookup

Search Resulls

View 100 I-1af 1 w

Rewenue Dist Code Effective Date Description

Z20-RN or2019 Running Star

17. Enter the Accounting Information criteria for each Bill Line:
* GL Account = 4021067 for Running Start Revenue.
« Oper Unit.
* Fund.
* Dept.
+ Class.
+ State Purpose.
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18. Select Save.

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

eador-Info1 | Line-info1 | | Revenue Distribution

Unit  Wa220 Bill To RS1000708 Pretax Amt 11,13494 UsSD m
ice  MSC-0000005202 Tacoma School Disrict S Max Rows 2 @
Bill Line
seq 1 Line Net Extended  10.475.79
Identifier Descripion  ACAD AATFE

BI Creates GL Ace! Entries.
Bill Line Distribution - Revenue
5 Q
Acctg Information || Reference Information  I»

State

Code Account OperUnit  Fund Approp Dept Class b Project
o+ - Q 4021067 Q. 7220 Q| 18 Q Q (%13 @l [m Q| N L+
T
Percent 100.00 Amount 10 475.79 Gross Extended 1047578
seq 2 Line NetExtended  659.15
Identifier Deseription  VOC AATFE
Bill Line Distribution - Revenue
5 Q
Accig Information || Reference Information | v
State
Code Account OperUnit  Fund Approp Dept Class Pumoge  Proect
+ - Q [1021067 Q 7220 Q |146 Q Q w13 Q |(m Q@ |n Q l
Percent 100.00 Amount 855.15 Gross Extended 659.15
Goto Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Enfry
Navigatior | Header - Nale v
Summary Bl Search Line Search

Page Series
Prev  Mex

Program

rogram

Subsidiary

Subsidiary

Ao

Affiliz

View A

Affiliate

Update/Display

A Note: The AR Header Distribution defaults to AR Control GL Account 1010100. Check

with your local college business practices to confirm account coding. Use the
Navigation drop-down arrow to navigate to review accounting information.

20. The Header - Note page displays.

21. Optional to enter a customized Bill Header Note in the Note Text field.

22. Select Save.

23. Select the Pro Forma icon to review the Draft Invoice.
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Header - Info 1 Line - Info 1 Header - Node
Unit  WA220 Bill Te  RAS1000706
nvoice  MSC-0000005202 Tacoma Scheol District

Pretax Amt 11,134.84 USD

Customer Nales

[]

Bill Header Notes Q 1001 W View Al
Standard Mote Flag Std Note +| -
Ol Internal Only Flag Mote Type
Note Text:
May 2021 Running Siar Billing e
224 characlers remaning
Go fac Header Info 2 Address Copy Address
Motes Express Eniry Aftachments
Page Series
Navigation = Header - Note hd Prev Mext
Summary Bill Search Line Search
m Notify | Refreah Add Update/Display
deader-Info 1 | Line-Info 1 | Header - Nobe

24. The Pro Forma or draft invoice displays. Review the amounts, totals, and make any

necessary changes.
25. Close the pdf.

PRO FORMA
Invoice No: MSC-0000005202
Invoice Date: 6/15/21
Page: 1of 1
Remit To: Customer Number: RS1000706
Tacoma Community College Payment Terms: Net 30
Afin to: Accounts Receivable
6501 S. 19th ST .
Financial Services Bldg #14 Due Date: 711521
Tacoma, WA 98466
Bill To: AMOUNT DUE: 11,134.94 USD
Tacoma School District
Atin Accounts Payable
PO Box 1357
Tim WA 98401-1357
United States Net 30
Amount Remitted
For billing questions, please call 253-566-6075
Crigirsal
[ Line Identifier Description Quantity UOM Unit Amit Net Amount
1 ACAD AATFE 1168 EA 89690 10,475.79
146--111-36113-402 1060
2 VOC AATFE 066 EA 998.M 659.15
146--111-36113-402 1060
Subtotal: 11,134.94
Amount Due: 11,134.94

May 2021 Running Start Billing

26. Return to the Header - Info 1 main page.
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27. In the Status field, enter RDY or use the look up tool to change the Bill Status from NEW to
RDY if 'Ready to Invoice' or PND for 'Pending Approval' to submit for Approval.

9 Make a note of your invoice number or press Ctrl+C to copy.

Look Up Status

Select one of the following values:

Canceled
Finalized Sill
Held Bill
Imvaiced Bill
New Bl

Pending Approval

Ready fo Invoice |

Temporary Bill

TMR | Temporary Ready Bl

=

Generate Invoice

@ Youmust 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

[SEE QRG 9.2 Single Action Invoice Processes]

1. The Single Action Invoice run control page displays.
2. If this is your first time running the Single Action, create a new Run Control ID. If not, you
will be prompted to update it or maybe change the name.
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3. Select Add.

The Single Action Invoice page displays.
Select the following criteria:

Invoice Date as Processing Date.
Posting Action of Batch Standard.
Range Selection as Invoice ID.

Select or lookup your Business Unit.
Paste or enter in the invoice number(s).

vk

® QN T o

6. Select the Print Options tab to review options.

< Header - Info 1 Single Action Invoice
MNew Win
Single Action Invoice
Run Control ID  SINGLE_AGTION FReport Manager Process Manitor Run =
Language | English - ® Specified Language Recipient's Language
Selection Parameters Q, Tof1 v | Wiew Al
Seq Mbr 1 + -
e te Oplion
' User Defined
Posting Action
Range Selechon
an Business Unit
Bl Cyele ) Cust D From Invelce | MSC-00005202 qQ
") Date Bill Added O Bill Type .
) Range ID ) Bill Sauree To Invoice | MSC-00005202 Q
 Public Veucher Mumber
| Save Return to Search Previous in List Mext in List Notify Add Update/Display
Smgle Action Imeoice Print Opbons
7. The Print Options page displays.
8. Select Summarization Options to Print Both Summarized & Detail.
9. Select Save.
10. Select the Single Action Invoice tab.

@ Once the Single Action Invoice and Print Options have been saved, the system will
remember your preferences.
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Single Action Invoice ” Print Options

Selection Parameters

SeqMNbr 1

Print Invoice Sort By

® Country, Postal
O Customer, Invoice
() Bus Unit, Invoice

Summarization Options

For Invoices assaciated with Surmmarization Template:
2 Print Detail
) Print Summarized

® Print Both Summarized & Detail I

“EDI Invoice Options

“Email Notification Options
*Email Invoice Options
“Federal Highway File Options
“Elec Invoice File Options

Currency Shown on GL Report

Single Action Invoice | Print Cptions

EDI Only

Email Only
Email Only
File Cnly

Xml Only

& Print Only Unprinted Invoices
& Print Listing

Transaction Currency

B cecee) RERSSRRY (roinoe ) (oo )

I

L Tof1 ~ k ko1 ViewAl

-

11. Back on the Single Action Invoice main page, optional to view the 'Bills To Be Processed' by
selecting the folder icon.
12. Close out the window by selecting Return.

13. Select Run.

w Q

Bills To Be Processed

Bills To Be Processed

1 1 1-1of1 ~» b b

Bl Unit Invaoice

Layout Type  Bill To Media

WA220 MSC-O000005202

X

Print Copy

14. The Process Scheduler Request page displays.
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15.

Select the box for Single Action w/ Comm Cntl.

User D CTC_KEBERT

Server Name
Recurrence

Time Zone

Process List

Select

Description

Billing Currency Conversion
Generate AP Vouchers
Pre-process & Finalization
Single Action Invoice

Single Action w/ Comm Ci

Finalization. Currency Conv

Print XMLP PSADT Involce

Print XMLF PSADZ Invoice

Billing Pre-Load Proce

Comm. Crrl, Budge:

‘

A o O S

Process Scheduler Request

bt Run Date | 09/12/2022

hal Run Time | 7:12:37AM

Process Name

BICURCNY
BIGNAPD1
BINVCOD0
BIIOB03
BIJCB03K

BILIOB41

F VY

BIPJS0
BIPJSS
BIPRELD

FS_BP

Run Control ID SINGLE_ACTION_INV

Process Type

Application Engine
S0OR Report
Application Enging
PSJob

PSJob

PSJob

o

PSJob
PSJob
Apglication Enging

Application Engine

#

Help

Resst to Current Date/Time
-Type ‘Format Distribution
‘Web . TXT ~ Distributio
Web  w POF » Distribution
Web v TXT b Distribution
(MNone) w (Hone) v Distribution
(None) (MNone) Distribution
(None) w (Hone)  w Distribution
o g
(None) w (Mome) Distribution
(Nang) w (None) v Distribution
Web v TXT v Distribution
Web v TXT v Distribution

16.
17.
18.
19.

The Process Scheduler Request window disappears. Select the Process Monitor hyperlink.
The Process Monitor page displays.
Refresh the page until the Process Name BIJOBO3K runs to Success and is Posted.
Select the Report Manager hyperlink.

@ Select the BIJOBO3K link to view the progress of the invoice generation process.

< List Process Monitor

Process List

Server List

View Process Request For

User I GTGC_KEBERT Q

server hat

Run Status

Process List

5 Q

Select

Instance

1206625

Type
Mame

Distribution Status

Process Type

PSdob

W Last

Q

Frocess
Name

Imstance From

B Save On Refresh

Uszer

BIJOBOG

CTC_KEBERT

MNew
| foms v | Rewesn |
Instance To Repart Manager ‘h
L | Wi Al

Distribution
Status

Run Date/Time Rumn Status Details

06152021 4:A48:23PM POT Sucoeas Posted Detalls
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20. The Report Manager page displays.
21. From the Administration tab, select the link BI_PRNXPNO1 BI_PRNXPNO1.pdf to display the

finalized invoice.

< Process List Report Manager

List Explorer

View Reports For

User ID CTC KEBERT

Status
Report List
5 Q
Report
Select D
O 1089473

Administration

P

Folder

Prcs

Instance

1206633

Type

Archives
~  Lasl w
v Instance to
Request
Liss s Date/Time
, . X 0 07/13/2021
BlI_PRNXPNO1 - BI_PRENXPNO1.pdf 4:51:45PM

1

Format

Acrobat
(".pdf)

Refresh

View All

Details

Details

@ Select the drop-down arrow to download or the print icon to print the finalized invoice.

—

INVOICE
Invoice No: MSC-0000005202
Invoice Date: 6/15/21
Page: 10of 1
Remit To: Customer Number: RS1000706
Tacoma Community College Payment Terms: Net 30
Aftn to: Accounts Receivable
6501 S. 19th ST .
Financial Services Bidg #14 Due Date: 21
Tacoma, WA 98466
Bill To: AMOUNT DUE: 11,134.84 USD
Tacoma School District
Altn Accounts Payable
PO Box 13567
Tacoma WA 98401-1357
United States Net 30
Amount Remitted
For billing questions, please call 253-566-6075
inal
[[Line Description Quantity UOM Unit Amt Met Amount
1 ACAD AATFE 1168 EA 8096.90 10475.79
146—111-36113-4021060--
2 VOC AATFE 086 EA 968.71 659.15
146 111-36113-4021060--
Subtotal: 1113454
Amount Due: 11,134.94

May 2021 Running Start Billing
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Regular Deposits & Applying Over/Under Payments using a
Payment Worksheet

Regular Deposits & Payment Worksheets are used together for Grant Payments (that
have numerous lines) and Non-Grant Payments that do not match exactly (over/under
payments). Also if your college has separated duties, like Cashiering receives the
Deposit and AR Staff applies the Payments. Please check with your supervisor for your
local business practices. Review the following QRGs to find what works best for your
scenario:

+ Entering a Deposit and Applying Using a Worksheet
+ Using a Payment Worksheet to Apply an Overpayment

+ Using a Payment Worksheet to Apply an Underpayment

Express Deposit & Apply Payment

Express Deposits are for payments that match the invoice exactly. This method
receives the deposit and applies the payment at the same time. Check with your
supervisor for your local business practices.

@ Youmust have at least one of these local college managed security roles:
* ZZ AR Apply Payments

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

Navigation: Accounts Receivable > Payments > Online Payments > Express Deposit

The Express Deposit search page displays.
Select Add a New Value tab.

Enter your Business Unit.

Select Add.

The Express Deposit Totals page displays.
Lookup or enter the required criteria:

ok wnN =
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Accounting Date.
Bank.
Account.

Control Currency USD.

-~ 0® QN T

g. Count = the number of payments.

7. Select the Payments tab.

The Deposit Type defaults to C for Customer.

Control Amount = the total payment amount.

In the Control Data section, the Received and Entered dates default to the current
date. Make sure your dates are within an 'open' Period.

< My Homepage - WorkCenters Express Deposit

S I e

Unit  WA220

“Accounting Date |G/29/2021

“Account | CHCK Q | 999015591236

*Deposit Type |C Q | Customer
Control Totals
Control 11,134.94 *Count
Entered 0.00 1
Difference 11,134 .54 0
Posted 0.00 0
Journalled 0.00 0

Refresh

Save Notify

Totals | Payments | Action

Deposit ID

Control Currency
Foermat Currency
Rate Type

Exchange Rate

Control Data

*Received

“Entered
Posted
Assigned

User

NEXT
UsD Q
usD
CRRNT
100000000 =
LUQUUIUG
06/29/2021 [i8)

06/29/2021 [iz]

CTC_KEBERT Q
CTC_KEBERT
Add Update/Display

8. The Payment tab displays.

9. In the Payment Information section, enter the Payment ID number.

10. Enter the Total Amount.
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B

Unit  WA2Z0 Deposit I NEXT
Bank Accounl  KYBNK CHCK. Contrel Total Amt R SRR Count. 1
Deposit Balanced  Yes Entered Total Amt 1113404 Count 1
Difference Amount 000 Count
Payment Information Q| M 1 fofl~ kB MewAl

o -
Paymant Saq 1 “Payment D | CK1234567 “Accounting Date | 06252021 E| —
- — —

Rate Type CRRNT Exchange Rate 1.00000000

Payment Method | Check - Selocted

1113484
Status  ldent Exp Discount 0.00 Altachments (0)
I Payment Predictor Remaining 0.00

11.

In the Reference Information section, enter or look up the Item ID number.
12.

Use the look up tool to view the multiple lines, or use the ‘tab’ key to move over to the Line
field.

13. Select Item Line 1.

Look Up Line

==

Search Results

Viesw 100 4 4 12002 » [

Item 1D lem  Buginess Customer  Hem Accounting
Line  Unit i Halance [Date

MSC-UI}IJI]DIISZﬂzll |'|W|22[F RS10007T06 1047579 06MS2021

MEC-0000005202 2 WA220 RS1000706 |659.15  OBMS2024

14. When Line 1 is selected, the Pay Amt, Cust ID, and Unit fields auto fill from the Item ID

information.

15. If multiple Bill lines exist, select the plus icon to add a new row.
16. Select OK.
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PESEES wsmpetopoesncancpcens [
Enter number of rows to add; Hew
| Ton | B | actr
1
Unit  \WA220
- B
Bank Aceouil  KyBMK CHEK L Count Bl
Deposit Balanced  Yas Entered Total Amt 11,134.94 Count 1
Difference Amount 0.00 Count
Payment Information Q| 4 4 daftw b K| ViewAl
+
Payment Seq |1 *Payment ID  CK1234567 *Accounting Date | D6/29/2021 |
Amaount 1113484 Cumency USD
Rate Type |CRRNT Exchange Rats 1.00000000
Payment Method | Check - Solecind 10.475.79
Status  |dent Exp Discount 000 Attachments (0)
O Payment Predictor Remaining 85915
Reference Information
m Q 4 4 1deltiv » ¥ | Viewnl
Ttem 1D Ling Pay Ami Currency Document D Cust ID Uit m:“l
1 MSC-00DOOD5Z02 Q | | 14, 1047579 | USD qQ RE1000706 q WAZ20 Q| E - |
Tatels | Payments | Action

17. A new row has been added.

18. Enter the Item ID number then use the ‘tab’ key to move over to the Line field.
19. Use the look up tool to select the next line item, for example Item Line 2.

Look Up Line

1 4 (1202~ F »

Business Customer  llem
Unit [0} Balance

Accounting
Date

MSC-0000006202 1 WAZ20 RS1000706 1047579 | 06162021

MSC-0000005202 WAZZﬂ

RS1000706 655,15 | 0611272021

20. Line 2 has been updated and the total deposit is Balanced.
21. Select Save to create the Deposit ID number.
22. Select the Action tab.
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A Double-check to make sure your Control Total Amt = Entered Total Amt and the
Difference Amount is zero.

Talals Paymenis |
Unit  wWaz20 Deposit ID 5039 h

Dank Account  KYBNK CHCK Control Total Amt 11.134.54

Count 1
Deposit Balanced  Yes Entered Total Ami 11.,134.94 Count 1
Difference Amount 0.0 Count
Payment Information =} Tofl » Wiew All
3 -
Paymant Seq 1 *Payment ID | CK1234567 "Accounting Date  DB2972021 [=3)
Amount 11.134.84 Currency |USD
Rate Type CRRNT Exchange Rats 1.00000000
Payment Mathod | Check » Salacted 11 12404
Status  Ideat Exp Discount .00 Add Conversation Attachmants (1}
[ Payment Predictor Remaining 0.00 Wigw/Update Conversations Wiew Audit Lags
Reference Information
F Q 1-20f2 « Viaw Al
Ttem 1D Ling Pay Amt Currensy Document I Cust 1D Unit E‘i‘_’;r
1 MSC-0000005202 =4 16 1047578 USD Q | |RS1000TOR Q| | WaAZ20 =1 * -_—
3 MSC-3000005202 a 2q 65916 USD Q| |RS1000TOE Q| WAZ2D Q * -
E Notify Ralresh Addd Update/Display

Totals | Paymants | Action

23. The Worksheet Action page displays. Note the Deposit is in ‘Balanced’ status.
24. Optional to select Create Entries to review the Accounting Entries.
25. Select the Batch Standard button.
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< Create Worksheet Express Deposit

Totals Bayments Action

Unit  WA220 DepositID 5039

Delete Express Deposit

Deposit Balance Balanced
Entered Date 06/29/2021

Status Mo Action

Worksheet Actions Posting Actions Accounting Entry Actions
Build Do Not Post Create Entries h
Delete Batch Standard
| Save ‘ Notify Refresh Add Update/Display
Totals Payments Action

26. Process complete.

Copy a Single Bill for additional RS Customers

After your initial Running Start Bill has been created, use the QRG Copy a Single Bill to create a
carbon copy of the invoice and update the criteria for the next RS Customer, such as the
Customer ID, Description of FTE numbers, Quantities and Header Note as needed.

SBCTC Running Start & International Contract Remit
Process

Please see the SBCTC Accounting and Business Services web page for the ctclink
Running Start & International Contract Remittance Guidance and Process.
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https://ctclinkreferencecenter.ctclink.us/m/79734/l/928772-copying-a-bill
https://www.sbctc.edu/colleges-staff/programs-services/accounting-business/
https://www.sbctc.edu/resources/documents/colleges-staff/programs-services/accounting/ctclink-running-start-international-remittance-guidance.pdf
https://www.sbctc.edu/resources/documents/colleges-staff/programs-services/accounting/ctclink-running-start-international-remittance-guidance.pdf
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