9.2 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 9.2
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).

Recommended Steps Before Billing

1. Run the OLT Query - Check for expenses flagged as over the posted budgeted amount.

Reconcile Data - Reconcile Project Resource to General Ledger; identify Billable Totals.

3. Calculate and Create a Manual F&A Journal Entry - Post F&A, then verify data/billing
amounts. Follow the QRG 9.2 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.

N
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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: NavBar > Navigator > Reporting Tools > Query > Query Viewer
1. The Query Viewer search page displays.

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

3. Select Search.

Query Viewer

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

"Search By [qQueryName v] begins with [cTc_PR_OLT_ROWS |

Search |.n.d-,-ancec Search

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

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

Query Viewer

Enter any information you have and click Search, Leave fields blank for a list of all values
Search By Juery Name ~ i i PR_OLT_R
Search Advanced Search

Search Results

*Folder View | = All Folders

Query Personalize | Find | View All | & | s First ‘4 10of1 't Last
G Nam D ription Orwer Fold Runto (Run fo |Run fc Schedul Definitional R s Add to
ry Narr escriphor sner Fo r ch uk et N3 ferer
Uery n - il e e HTML Exce XML sase - s Favorites
CTC_PR_OLT_ROWS OLT rows in Proj Res Public PROJECTS HTML | Excel XML Schedule Lookup References Favorite

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

Enter Unit.

Select View Results.

Review the over the limit rows.

To release the OLT rows, refer to QRG 9.2 OLT Rows (Over the Limit).

Close the new window.
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CTC_PR_OLT_ROWS - OLT rows in Proj Res

Download results in:©  Excel SpreadShest CSV TemtFile XML File
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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.

« QFS_PC_PROJ_RESOURCE - Query from Project Resource (see QRG 9.2 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: NavBar > Navigator > Reporting Tools > Query > Query Viewer

1. The Query Viewer search page displays.

2.

9.2 Reimbursable Grant/Contract Billing

In the begins with field, enter the query name "CTC_PR_BILLABLE".
3. Select Search.
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Query Viewer

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

St

*Search By | Query Name

Search |.~“‘.ch-anced Search

CTC_PR_BILLABLE

begins with

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

page.

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

Query Viewer

Enter any information you have and click

*Search BY [Guery Name \,: beging with
Search Agvanced Search
Search Results
*Folder View |- All Folders o’
Query
Query Name Description O
CTC_PR_BILLABLE Billable Projects by BU Public

Search. Leave fields blank for a list of all values

CTC_PR_BILLABLE
Personalize | Find | View Al | &Y | &£ First ‘4 1of1 * Last
= Runto Runto Runto Add to
Folder HTML Excel XML Schedule Definitional References _ .
PROJECTS HTML | Excel XML Schedule Lookup References Favorte

examine the results.
Enter Unit.

Select View Results.
Review the billable rows.
Close the new window.

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

Enter Project. Optional to enter the Analysis Type, this example uses BIL or billable.
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CTC_PR_BILLABLE - Billable Projects by BU
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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.

Select View Results and/or download results in Excel Spreadsheet or CVS Tex File for
analysis.
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QFS_PC_PROJ_RESOURCE - Query from Project Resource
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@© 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.

1. Run the Contracts to Billing Interface

Navigation: NavBar > Navigator > 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.

1. The Process as Incurred Billing run control ID search page displays.
2. If arun control ID already exists, select Search; otherwise, select Add a New Value to create
a new run control ID then select Add.

9.2 Reimbursable Grant/Contract Billing Page 6



Process As Incurred Billing

Find an Existing Value Add a New Value

Run Control ID |PROCESS_AS_INCURRED_BILLING

Program Name CA Bl INTFC

Add

Find an Existing Value Add a New Value

3. The Process as Incurred Billing page displays.

4. Ensure that ‘Always’ is selected in the Process Frequency drop-down box.
Ensure the following required fields from the table below are entered properly on the
following two sections of the Run Control page:

U

@© 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.

Contract Options Section

Field Name Action Notes
Business Unit Enter or confirm value of ‘WAxxx’
Contract Enter the Contract # that you would like to bill.

6. Enter the desired Billing Options. Then select Run.
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Process As Incurred Billing

nnnnnnnnnnnnnnn

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

Updateisplay

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

9. Select OK.
Process Scheduler Request x
Help
UserID CTC_KEBERT Run Control ID  PROCESS_AS_INCURRED_BILLING
Server Name - Run Date 04/21/2022
Recurrence - Run Time 4:10:18PM Reset to Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type *Type ‘Format Distribution
Contracts to Billing Interface CA_BI_INTFC Apglication Engine Wb w TXT - Distribution

10. The Process Scheduler Request page disappears. The updated Process As Incurred
Billing page displays. Note the Process Instance number.
11. Select Process Monitor. Refer to the Process Monitor QRG for more instructions.

9.2 Reimbursable Grant/Contract Billing
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Process As Incurred Billing

Run Control ID ppOCESS_AS_INCURRED_BILLING

Report Manager

Process Monitor

Run

_’ Process Instance: 2036311

Program Name

Program Name CA_BI_INTFC

Process Billing Details

Process Frequency Always

Request Number 1
Contract Options
1 A,
Business Unit |WA140 Q CLARK COLLEGE

Contract Type Q

Contract Class i
Sold To Q

Contract 00000000000000001482 Q

-

Wiew Al

12. The Process Monitor page displays.

13. Select the Details hyperlink on the associated CA_BI_INTFC Process name that was run.

Process List Server List

View Process Request For

1| | Days ~

Instance To

Run Date/Time

User|D CTC_KEBERT Q Type v Last v
Sarver ~ Name Q. Instance From
Run Status . Distribution Status ~ Save On Refresh
Process List
5 Q
Select  Instance Seq. Frocess Type Process Name User
203631 Application Engine CA_BI_INTFC CTC_KEBERT

Go back to Process As Incurred Billing

o o

Process List Server List

04/21/2022 410:18PM POT

Refresh

Report Manager

1-10f1
Distribution
Run Status Status
Success Posled

Wiew Al

Details

14. The Process Detail page is displayed.
15. Select Message Log.

9.2 Reimbursable Grant/Contract Billing
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Process

Instance
Name
Run Status

Run

Run Control ID
Location Server
Server PSUNX

Recurrence

Date/Time

Request Created On
Run Anytime After
Began Process At
Ended Process At

2036311
CA_BI_INTFC
Success

Process Detail

PROCESS_AS_INCURRED_BILLING

04/21/2022 4:11:34PM PDT
04/21/2022 4:10:18PM PDT
04/21/2022 4:11:42PM POT
04/21/2022 4:14:26PM PDT

Description
Distribution Status

Type Application Engine
Contracts to Billing Interface

Posted

Update Process

Hold Request

Queue Request

Cancel Request
O Delete Request

Re-send Content Restart Request

Actions

Parameters

Message Log

Batch Timings
View Log/Trace

Transfer
View Locks

 POS———————
OK Cancel |

16. The Message Log page displays.
17. Scroll down to view the INTFC_ID. Take note of this number.

@© 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.

¢ 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: NavBar > Navigator > 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.

CA_FEE_PR_TA1

Message Log x
Hep =
Process
Instance: 2036311 Type: Application Engine
Name: CA_BI_INTFC Description:  Contracts to Billing Interface
5 Q 1250125 + | View Al
Severity Log Time Message Text Explain
WARNING: UNABLE TO PERFORM COMMIT -
FORCING USE OF BASE TABLE FOR Explain
A CA FEE_CL TAD J
WARNING: UNABLE TO PERFORM COMMIT - Explain
41222PM  FORCING USE OF BASE TABLE FOR CA_FEE_PL_TA1 B J
WARNING: UNABLE TO PERFORM COMMIT - -
41220pM  FORCING USE OF BASE TABLE FOR Explain |

WARNING: UNABLE TO PERFORM COMMIT -
4:12:22PM FORCING USE OF BASE TABLE FOR Explain

0800808005000 0000000000002

0 transactions outside the period of performance during

Published message with ID ca5da172-c1c8-11ec-9999- Explai
2:14:27PM 2034dcB43B4c 10 Create entry In folder GENERAL 222l

10 412:28PM imit checking Explain |

10 412:59PM Accounting Rules found for 20 rows Explain |

10 413:40PM Initializing process PC_BUD_SUM. Explain |
‘PC_BUD_SUM has inserted 0 rows into

10 413:43PM PS PC_BUD_SUMMARY. B |

10 4134391 0 rows successfully written to Budget Summary table. Explain |

o rRveT Intializing process PC_SUD_SUM. Explain |
'PC_BUD_SUM has inserted 0 rows into =

10 41410PM  PSTC_BUD_SUMMARY. E] |

10 A14:11PM 0 rows successfully written to Budget Summary table. Explain |
20 row(s) were Inseried into PS_INTFC_BI with an :

10 arareem | e e - ] fl

Successfull sted generated files to the report N
AU oy PO pot 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.

€ 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.
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1. Navigate to the following menu path: NavBar > Navigator > Billing > Interface
Transactions > Process Billing Interface

2. If arun control already exists, select the Search button and select the appropriate run
control from the list or create a new run control using the Add a New Value tab, then select
Add.

Process Billing Interface

Find an Existing Value Add a New Value

Run Control ID |PROCESS_BILLING_INTFC

Add I

Find an Existing Value Add a New Value

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 Run. Please refer to the Process Scheduling QRG for more instructions.

Interface IDs are Global. Although other interface ID's may be available for selection,
the Billing 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.
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Process Billing Interface

Run Control PROCESS BILLING INTFC Report Manager  Process Monitor Run
ID - -

Range Selection

® Interface ID From Interface ID 6735 Q
+/Business Unit To Interface ID 6735 Q
save Notify Add Update/Display

6. The Process Scheduler Request page displays.
7. Select the Billing Interface checkbox.

8. Select OK.
Process Scheduler Request x
Help
UserID CTC_KEBERT Run Control I PROCESS_BILLING_INTFC
Server Name v Run Date |04/21/2022 "‘|
Recurrence ~ Run Time 4:32:08PM Reset to Current Date/Time
Time Zone Q
Process List
Select  Description Process Name Process Type ~Type ‘Format Distribution
Billing Interface BIIFDO01 Application Engine Web W ™T w Distribution
m] Interface & VAT Defaulting BIIOBIO1 PSJob (Nong) (Nonge) Distribution
Lox | e

9. The Process Billing Interface page displays. Note the Process Instance number.
10. Select Process Monitor to confirm that the BIIFO001 process finished with a Run Status of
‘Success'.
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Process Billing Interface

Run Control 1D 1 Report Manager | Run |

Process Instance: 49459

“from intertaceD| 0@, /
“To Interface iD| al@,

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

Bill Lines created.

Process Detail

Instance 2036312 Type Application Enging
Mame BIFDO01 Description  Billing Interface
Run Status  Success Distribution Status  Posted

Update Process

PROCESS BILLING IMTFC Hold Request

- f———
al ue

FeLNE ) Delete Request

Re-send Content

Actions

Request Created On  04/21/2022 4.32.53PM POT Paramelers Transfer

Run Anytime After  0A/21/2022 4-32:08PM FOT E et Ve Locks

Balch Timings
Began Process At O4/21/2022 4.33.14PM POT

wiew LogiTrace
Ended Process At 04212022 4:34:14PM FDT

9.2 Reimbursable Grant/Contract Billing
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Process

Instance: 2036312 Type: Application Engine
Name: BIFOO01 Description:  Billing Interface

F Q

Severity  Log Time Message Text
433 27PN Bl Interface was slarled: 6735 To: 5735 Oplion: ALL

4:54-02PM Transaclions in Error. 0
454020 Mew Bill Headers Crealed: 1

434 03PN New Bill Lines Created: 20

Published message with 1D 8dfEbTcB-cich-11ec-252d-
A43414PM d825289535f3a to create enlry in folder GENERAL.

Successfully posted genarated files to the report
A3414PM reposilory

e

3. Review Billing Worksheet

© 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: NavBar > Navigator > 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
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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.

1. The Worksheet Headers tab displays.
2. Select Set Filter Options.

< Manager Sell Service Updat& Billing Worksheet

Worksheet Headers Line Details

Business Unit  Wai170

To change your search aienia, dick Sel Filter Opbions Search

Header Level Datail

H Qg 1-1 001
Contract Project Lotier ot Credit 4 oc poc 10 Pretax mvoice  currency Add To Bill Billing Worksheet Header Info 1
O 0.000 Q &
¥ Select Al Deselact Al
Approve Now Approve Later Delete ow | Delete Later

Manage ContractProject Bills Leter of Credit Summary

Motity Refresh

Worksheet Headers Line Details

The Set Filter Options window displays.

Confirm that the Business Unit field is populated.
Enter other search values as you wish.

Select Save Search.

Select Search.

Nou,sWw

Q¢ 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.
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Filter

Desé

prov

oject

Update Billing Worksheet

Filter Options X
Help
Enter your search cnteria, then kihe Segrch button to display new results.
“Business Unit [WA140 Q
From Q Through Q
Bill To Customer
From - Through fiz]
Accounting Date
— —
From stz Through
Inveice Date
Fi Q Through Q
Billing Type fom 9
Q Through Q
Bill Source From g
From Q Through Q
Contract Type 9
Q Through Q
Contract From “
From Q Through Q
Project
Q Through Q
Billing Specialist From .
Q Through Q
Billing Worksheet From 9
Q Through Q
Letter of Credit From g
F Q Through Q
LOC Doc ID fom 9
From Through
Pretax Invoice Amt
Added Within Days
— a—
From -1 Through
Date Added
Through
User1 From 9
L} Include Approve Later Bills
U Include Delete Later Bills
I Search I I Save Search I Clear Search Helum
-
3

10.

The Set Filter Options window disappears.

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

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

Worksheet Headers Line Detalls

Business Unit  WA140

To change your search crtena, cick Set Filter Ophions Search

Set Filter Options

Heacler Level Detall

5 Q 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 TMP-00000D0EE S E

ol select All Jeselect All
Approve Now Approve Later Delete Now Delete Later
Golo Manage: Confract/Project Bills Letfer of Credit Summary
save | Notty || Refesh
Warkshest Heaoers Line Details
11. The Worksheet Header information for all awards that have expenses to be billed will be

12.
13.

14.

displayed.

Review the fields and links on this page to identify any incorrect values for the Sponsor.
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.)
Select the Worksheet Headers back button to return the main worksheet page.
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@ 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.

¢ Optional to use the Navigation drop down arrow to navigate to Header Note page to
add additional custom details.

< 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 Cycle ID |ON-DEMAND Q
: . B
Type |CA Q Source CONTRACTS Q Frequency | Once ~
*Customer | FINOD107 Q SubCusti SubCust2
w View Activity
State Board for Comm & Tech Colleges
“Invoice Form | XMLPUB Q From Date To Date
socomirg e[ ] pay e NETS) Q] raymems [crec o =
Remit To | 140BA Q Bank Account |BAC1 Q
Sales |SALES Q Bill Inquiry Phone | 360-392-2286 qQ,
Credit | CRAN Q Collector |GENERIC Q
Billing Specialist | BISPEC Q Billing Authority |BISPEC Q
Billing Specialist Billing Specialist
Go o Header Info 2 Address Copy Address
Notes Express Entry Worksheet Aftachments
Page Series
ﬁ Navigation | Header - Note hd Prev Next
Summary Bill Search Line Search
Save Return to Search Notify Refresh Add Update/Display

Header - Info 1 Line - Info 1

15. Optional to add a customized Header Note in the Note Text box.

16. Select Save to save changes.
17. Select the Worksheet Headers back button to return to the main Worksheet Header page
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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 Mote ... &

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

4

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

18. The Worksheet Headers main page displays. Select Search to view pending TMP billing
worksheets.
Select the TMP-000000XXXX Billing Worksheet to navigate to the Billing Worksheet and

review billable lines.

19.

Worksheet Headers Line Detalls

Business Unit  WA140

To change your search crtena, cick 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 Sekect All Ieselact Al
Approve Now Approve Later Delete Now Delete Later
Gole Manage Contract/Froject Dills Letter of Credt Summary
Save | Natity Refresh
Workshest Headers Line Details

20. The Billing Worksheet Line Details page displays.

21. 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.

22. Select Save.

23. Select the Bill Header hyper link.
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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.

¢ Notice your line level detail are visible by "chunks" of 20 lines or rows. Select the
forward/back arrows or the View All link.

Update Billing Worksheet

< 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

24. The Header - Info 1 page displays.

25. Select the Pro Forma icon to review the draft temp invoice.
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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

¢ 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
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Navigation: NavBar > Navigator > Billing > Manage Billing Worksheet > Update Billing
Worksheet

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

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

28. 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  wWa140
To change your search crilena, click Set Filter ptions, N Search
Sef r Dptons

Header Level Datail

5 Q 11061 w View Al

Contract Project pauerotCredlt | ag Doc D Fretax Imvelce  Gurrency Add To Bill Billing Worksheat Header Info 1
00000000000000001482 3,567.33 USD 8 | TMP-OODIDOGETE

# Select Desalect A

App'm e peets fow SR

Gato: Manage Contract’Project Bills Letter of Credit Surr
save | Notify Refresh

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: NavBar > Navigator > Billing > Manage Billing Worksheet > Review Contract/
Project Bills
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(OR select the Manage Contract/Project Bills link from the Update Billing Worksheet page)

N —

The Review Contract/Project Bills page displays.
Enter Business Unit.
3. 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.

Q¢ 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 [WA140 Q
Inveice
Customer
C I
Contract/Project Bills
wm Qa
Business .
Sel Uit Invoice
O WAT4D CA-0000007688
O WAT4D CA-0000007687
O WAT4D CA-D000007E86
WaT4D CA-0000007585
WAl CA-0D0DO0316T
Goto Worksheet ett

Notify Refresh

Contract

Q Project
Q Letter of Credit
LOC Doc ID
:.Deﬂ:el‘ of Credit | nm pos D
er of Credit Summary

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

Inveice Amount

3,587.33

158298

39,580.65

47,272.54

23,67T6.61

w

Currency

UsD

UsD

uso

uso

UsD

View 4

@© 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: NavBar > Navigator > Billing > Generate Invoices > Non-Consolidated > Single

Action Invoice

4. If a run control already exists, select the Search button and select the appropriate run

control from the list or create a new run control using the Add a New Value tab. In this
example, we'll create a new run control ID.
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Single Action Invoice

Find an Existing Value Add a New Value

Run Control ID |SINGLE_ACTION_INVOICE

Find an Existing Value Add a New Value

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.

O o0 NO U

¢ Once you have set your preferences for Print Options, the system will remember your
select for future billings!
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single Action Invoice Print Options

Selection Parameters Q of 1w View All
Seq Nbr 1 + =
Print Invoice Sort By Summarization Options
® Country, Postal For Invoices associated with Summarizalion Termplate
2 Qustomer, Invoice Print Detail
C Bus Unit, Invoice O Print Summarized

| ®iPrint Both Summarized & Detail |

Frint Only Unprinted Invoices

“EDI Invoice Options | EDI Onily v
Print Listing
“Email Notification Options | Email Cnly w
*Email Invoice Options | Email Cnly w
*Federal Highway File Options | File Only w
*Elec Invoice File Options | Xml Only w
Currency Shown on GL Report | Transaction Curmency v
Notify Add Update/Display
Single Acticn Invoice | Print Oplions

10. 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.

11. 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

Report 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 U Cust ID
U Date Bill Added U Bill Type
O Range ID O Bill Source

O Public Voucher Number

Save Notify

Single Action Invoice Print Options

Process Monitor Run

O Recipient's Language

Q 101 v

Business Unit |Wal40 Q

From Invoice JCA-0000007688

To Invoice JCA-0000007688

Add

View All
+ -
Q
Q
Update/Display

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

13. Select Return.
14. Select Run.

¢ Ifno Bills are ready to be processed, you may need to have your invoice 'Submit for

Approval' or have an issue.
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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

15. The Process Scheduler Request page displays.

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

and format are set as shown below.
17. 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

18. The Process Scheduler page disappears.
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19. Note the Process Instance number and select the Process Monitor link OR navigate to the
Process Monitor: NavBar > Navigator > Peopletools > Process Scheduler > Process
Monitor.

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

21. Select the Report Manager link OR navigate to NavBar > Navigator > Reporting Tools >
Report Manager

¢ Optional to select the BIJJOBO3K hyperlink to view the status of the process.

Process Detail

Process Name  BIJOBOGK

Main Job Instance 2086316
Left | Rignt

& 2036316 - BUOBOIK Success
B 2038317 - BIVCOOD Success
2036318 - BI_IVCEXT Success
2035319 - BISPJDO Success
B 2035320 - BIXPJOO Success
2035321 - BISLSUM Success
2035322 - BIGIVCPN Success
2035323 - BICURCNV Success
2036324 - BIPRELD Success
2036325 - BILDGLO1 Success
B 2035326 - F5_BP Success
B 2035327 - BILDARO1 Success
B 3035328 - BISF108X Success
B 2035329 - BIGNAPO1 Success

Return

22. The Reporting Manager page is displayed.
23. Select the Administration tab.

24. Select the BI_PRNXPNO1-BI_PRNXPNO1.pdf description hyperlink to view or print the invoice.

¢ 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

Type
b
Status Folder
Report List
H Q
Report Pres
e ID Instance

~ Last

* Instance

Description

1855095 2036342

BIXCLSUM - BIXCLSUM.pdf

Summary

1855094 | 2036333

O 1835093 2036343

2036332

0 1855082
B o W W S SW S S S S S S S S S S

BI_PRNXPNO1 - BI_PRNXPNO1 pof Detail

Invoice Bursting Program

Print Portrait style invoices

to

Request
Date/Time

04/21/2022
6:16:10PM

04/21/2022
6:13:39PM

04/21/2022
6:11:14FM

04/21/2022

1 Days w

Format

Acrobat
(".pdf)
Acrobat
(".pan)
Text Files
(".t)
Acrobat

S 2 @

Status
Posted
Posted

Posled

Posted
o o

Refresh

View All

Details

Details

Details

Details

Details

> o 88

TACOMA Invoice No: CA-0000000574
( :':\. MUNITY INVOICE Invoice Date: 111617
I COLLEGE Page: 1of 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 98504
United States
Amount Remitted
For billing questions, please call 425-555-1212
Original
Line _Description Quantity UOM Net Amount
1 Client Svs/FRA 26.00 23855
2 Employee Banefits 6,00 180.00
3 Goods ang Services 10.00 248.77
E Salary and Wages 5.00 130.00
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.

25. Process complete.
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CRC Billing Checklist

After you understand the processes above, the following resource provides a quick 1
y Y & P q
page checklist to print out or reference when running the Cost Reimbursable Contract
Billing process.

CRC Grant Billing Checklist

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: NavBar > Navigator > Billing > Review Billing Information > Details

The Bill Inquiry search page displays.
Enter Business Unit.

Enter Invoice.

Select Search.

el L
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¢ Manage CA/PC Bill Bill Inquiry

Bill Inquiry

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

Find an Existing Value ‘

¥ Search Criteria

Business Unit | = |« [wat70 Q|
Invoice | begins with |~| [CA-0000000060 Q |
Bill Status | = ~ v
Customer | begins with |~ Q
Contract | begins with |~

[Ocase Sensitive

ﬂ Search “ Clear |BasicSearch &P Save Search Criteria

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

viaw Imvoice Image

Hesdar - lako 1
Unel Wai170 Involce CA-0D0ORDOGE0 Invoice Ami 265675 USD i
Status 1NV Invoice Dade 02112018 Cycle D ON-DEMAND
Type C& Soairce CONTRACTS Frequency Oncé
Costomar FINJO107 SubCus1y SubCust?
State Board for Comm & Tach Colleges
Iivostd Form AMLPUE From Date To Didls
Accounteng Date 02112018 Pay Terms IMMED Pay Meihod
Reimif To BOFA Bank Accouni CHEK
Sales SALES Bill Inquiry Phone  500-434-2337
Credit CRAN Collect GENERIC
Billing Specialist BISPEC Billing Authority EISFEC

Billing Specialist

Billing Speciasst

Hedes

Go o Haader Inf 2 Address Copy Addréss

Surmmary Coimmit Crifrd

Bilt Sgarch Line Search | Headar infa
[ Retum to Search | & Holly || Refresh

Header - Info 1 | Ling - Info 1

1

7. The Line-Info 1 tab displays.
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¢ Note: Additional information about the bill can be displayed by clicking the hyperlinks
and drop-down menu options at the bottom of the page.

Header-infa 1 | Line - info 1
Unit WATTD Bl To FINOOYOT Inwodce Amit 2655675 U3D
Invelce CA-DODDDO0OED State Board for Comm & Tech Max Rows 20
Collagas
Ball Ling Find | View 1 First 4 1130013 & Last
Seq 1 Lime 1 Het Extended 297
Identifier GRANT_SERVICES Descripton Billimg
Quantity 10000 From Date 02312015
Unit of Measura NTE To Date 08312015
Unit Price 28700 Line Typa REV < Accumulate
Gross Extended 247 Tax Code Tax Exempt
Less Discount 0.00 Exempt Cen
Plus Surcharge 0.00
Nel Extendad 287
VAT Amoanl aoon
Thsx Amounl 00D
Ml Phis Tax 297
Seq 2 Line 2 Het Extended 343.78
identifier GRANT_SERVICES Descripbion  Billing
Cuantity 0.2500 From Date 070172015
Lnit of Measure YRS ToDate 0712015
Unit Price 33751200 Line Type REV + Accumadate
Gross Extonded 84378 Tax Code Tax Exempt

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: NavBar > Navigator > Billing > Review Billing Information > Review Entries by
Invoice

€ View specific accounting entry information about the invoice selected.

9.2 Reimbursable Grant/Contract Billing Page 32



¢ 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.

The Accounting Entries by Invoice search page displays.
Enter Business Unit.

Enter Invoice.
Select Search.

AN =

< Manage CA/PC Bill

Accounting Entries by Invoice

Accounting Entries by Invoice

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

Find an Existing Value

w Search Criteria

Business Unit | = |+ WA170 Q
Invoice  begins with ~ |CA-0000000060 Q
Search Clear | Basic Search EF Save Search Criteria

5. The Accounting Entries tab displays.
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Review Entries by Invoice

Unit WatTo Billl To FRNOO10T Ireicod i 2685675 usD =
e CA-DSHOOD00L0 Stabe Baard for Comm & Tech Colloges
Accoanling Entriss & Personaize | Find | viewa | E2 | First & 14 f 28 % Lagt
Accig Information Tramsacion Amssunt [iscoans/Surchange Jouenal Infrnatian Reference inlormaton | [TTH
Gl bnit Accig Dele Type Qper Bait  Accoant Ak Acel Fund Dep Claas Paesgram Baztl Bl Piegect
WAITD  pRrEes Apcounts Raceteable T171 1061330 145 11648 154 0ODOO0 1002
Y
WAITD  G212048 Unibilied Accl T Api3iE M5 1igd8 154 00060 1622
Flesesrablet
WAITD  o2MR0Ne Accounts Recebable T171 104330 145 11848 144 BO00G0 1002
= Unpiligd Ao - -
WAITD  E2F1R018 I Pore 7174 101318 145 116540 164 DOD060 1022
Receivabies
£ >
Toitak Dotets 285079 USD Total Crodis 265575 USD

S Retum bo Seanch | Bl Holily

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

Enter Bill Header Notes

Navigation: NavBar > Navigator > 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.

The Bills Not Invoiced page displays.

Enter Business Unit.

Select from "Customer" or "Contract" in the Bill To field.

Select Search.

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

Lk wn =
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Enter the information you would like displayed on the invoice in the Note Text section of

page.
Select Save.
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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: NavBar > Navigator > Billing > Interface Transactions > Correct Interface
Errors
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The Review Interface-Errors search page displays.

2. Enter the Interface ID (INTFC_ID) generated from the Contracts to Billing Interface process.
See CA to Bl interface procedure for the steps required to find the INTFC_ID.

3. Select Search.

< Express Review Interface - Errors

Review Interface - Errors

Enter any information you have and click Search. Leave fields blank for a list of all values._
Find an Existing Value

= Search Criteria

Interface ID | = w 1069 Q,
Interface Line Number | = ~
Transaction Type | = w ~
Transaction Type Seq | = ~
Error Status | = ~ ~

Business Unit | begins with |~

<

Customer | begins with

Bill Source | begins with

<

Bill Type Identifier | begins with |~

Clear Basic Search & Save Search Criteria

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.
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< Express Review Interface - Errors

Review Interface - Errors

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

Find an

ing Value

~ Search Criteria

Interface ID | = ~ 1069 Q
Interface Line Number | = v
Transaction Type | = - v
Transaction Type Seq | = o
Error Status | = - v

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

Bill Type Identifier | begins with |v

Search Results

View All
:gter'ace Interface Line T;ansaciion Tr:;saclion Type g:::.s :ua:is‘iness [ — zi: “':Iyr:):
1063 1 Charge 1 EminRow | WA220 FINOOG77  CONTRACTS | CA
1069 2 Charge 1 ErinRow | WA220 FINOOG77 | CONTRACTS | CA
1069 3 Charge 1 Errin Row | WA220 FINO0677 | CONTRACTS CA
1069 4 Charge 1 ErinRow | WA220 FINOOG77 | CONTRACTS | CA
1089 5 Charge 1 ErinRow | WA220 FINO0G77  CONTRACTS | CA
1069 6 Charge 1 ErinRow | WA220 FINOOG77 | CONTRACTS | CA
1069 7 Charge 1 ErinRow | WA220 FINOOG77 | CONTRACTS | CA
1069 8 Charge 1 ErinRow | WA220 FINOOG77 | CONTRACTS | CA
1069 9 Charge 1 ErinRow | WA220 FINOOG77 | CONTRACTS | CA
1069 10 Charge 1 ErinRow | WA220 FINOOG77 | CONTRACTS | CA
1069 1 Charae 1 Frrin Row | WA?20 FINOOG77 | CONTRACTS | CA

. The Billing Interface - 1 tab displays.
. Populate the missing value.
. Select Save.

O 00 Jd O

< Exp Review Interface - Errors
Billing Interface - 1 Billing Interface - 1
Interface ID 1069 Line Number 3 Transaction Type LINE Seq M
LoadStatus ERR 0599 Emorin PS_INTFC_BI_AEDS row Process Instance 464775
Business Unit WA220 Customer ID  FINDOB77 GL Business Unit 'WA220

Header Fields Key Letter of Credit ID

Header Fields Bill By Letter of Credit Document ID
Adjust Trans Type Sequence Number
Create New Bill: (] Sold To Customer |FIN00S77 a
Temporary Bill:
Sold To Address Seq Number 1Q
Entry Type Q
Deferred Seq Number
Credit Analyst Q

Contract Asset Seq Number
Invoice Form xp psicaA  Q

OM Business Unit Q Asset Identification
Order Number Q Asset Profile ID

Ship Via Code Q User Text 5

Ship From INV BU User Text 6
ltem Shipping Date =) User Text 7
Ship Time: User Text 8

Packing Slip Number User Text 9
Customer Deposit ID SetlD

Sale Flag: )
Point of Sale Flag: (] Date Time Added | 02/26/M9 8:32aM

Group With Line
Last Update Timestamp

Save Return to Search Previous in List Next in List MNotify

. Select Return to Search and repeat these steps for each row in error.
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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 Fixed Price Cost Reimbursable (LOC)

Address Sequence Number  Address Sequence Number  Address Sequence Number

Billing Specialist Billing Specialist Bill Source

Billing Cycle Identifier Billing Cycle Identifier Contracts Business Unit

Bill Inquiry Phone Contracts Business Unit Contract

Contract Contract Invoice Date

From Date From Date Invoice Form

Invoice Date Invoice Date Letter of CreditID

Invoice Form Invoice Form Letter of Credit Document ID
To Date To Date

Review 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: NavBar > Navigator > Customer Contracts > Create and Amend > General
Information
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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 Contract.

Select Search.

AN =

€ Express General Information

General Information

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value

¥ Search Criteria

Business Unit | = |v WA170 Q
Contract | begins with |~ | |0000000000000000009:]

Description | begins with |~
Sold To Customer | begins with |~ Q
Customer Name | begins with |~
Contract Status | begins with |~ Q
Processing Status | = ~ ~

Contract Type | begins with

<
f+]

Contract Classification | = ~ ~

Region Code | begins with

<
fe]

Contract Administrator | begins with |~

Master Contract# | begins with

<

Ocase sensitive

Clear | BasicSearch & Save Search Criteria

5. The General tab displays.
6. Select Billing Plans.
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¢ Express General Information

General Lines

Contract Number

Amendment Number

Amgndments

00000000000000000083

0000000002

Amend Contract

Description
Contract Admin
Region Code
Contract Type
Currency Code
Exchange Rate Type
Contract Signed
Contract Role
Revenue Profile

Use Project ChartFields:

} Other Information

¥ Summary of Amounts (3

Revenue Plans

Return to Search

WORKFIRST SCC

GRANT
uso
CRRNT
0710172015

]

Milestones

Hotify

Renewals

Sold To Customer

*Contract Status

State Board for Comm & Tach Colleges
KCTIVE Q

Add to My Contracts

Processing Status

Amendment Status
Business Unit
Contract Classilication
Last Amended

Start Date

End Date

Last Update Date/Time
Last Update User ID

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

Supplemental Data

Active:

Complete

COMMUNITY COLLEGES OF SPOKANE
Standard

062972017

070112015

08302018

062972017 11:14:404M

101004005

GoTo | More

7. The Assign Billing Plan page displays.

8. Select Plan.

< General Assign Billing Plan

Assign Billing Plan

Contract

Sold To Customer

00000000000000000093
State Board for Comm & Tech Colleges

Contract Lines to be Assigned / Unassigned

i)
Line Product
o GRANT_SERVICES
~ SelectAll Clear All
Bill Plan to Assign / Unassign
Billing Plan | NEXT Q

Billing Method

Description

WORKFIRST 3CC

Line Description

Billing Amount  Price Type Plan

Reimbursable Grant
Senices

Rate

Plan Description

As Incurred Rev & Bill Plans

I Assign IAssign selected Lines/Sequences to Billing Plan

Return to General Information

Return to Search Notify

Billing Plan Template

Bill Plan Detail Template ID Q

Unassign selected Lines/Seguences from Billing
Plan

Unassign

9. The Billing Plan General tab displays.

10. Select the History tab to see all invoices created.
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Billing Plan General | Events || Tax Paramaeters

Contract 000000000000000000583

Sold To Customer FINOD107
Billing Plan B101

Description is Incured Rev & Bill

Billing Method | As Incurred

Customer Information

Bl Unil
*Bill To Customer FINOD107
Addr Hum e
Bill To Contact Q
Billing Options
Bill Type CA Q

Bill Source CONTRACTS|Q
Summarization Template ID
Purchase Order

Billing Header Note Internal Notes

Billing Default Overrides
Invoice Form XP_FS/CA |
Cycle ID DALY Q
Bill By ID CONTRACT |Q

BI Unit WA1T0
State Board for Comm & Tech Colleges  Bill To FINOO10T

As Incured Rev & Bill Plans Currency USD

Payment Method [ Chec:

Payment Terms NET30 Q
Billing Inquiry £09-434-8227
Billing Specialist BISPEC Q,
Billing Authority BISPEC Q
Retum to Assign Billing Plan
[save

|GhRetum 1o Search | || Notify |

State Bosrd for Comm & Tach Colleges

") Cancal
Owetd
Transaction Options
COMMUNITY COLLEGES OF il Cusnancy [Eoioa Comany
SPOKANE Retainage Options
Q State Board for Comm & Tech i i
Colleges Items previcusly held as Retainages
(e O irite-off @ ol
Tolerance Options
O pre Approved Minimum Eill Amount 0.00
Direct Invoice Orinat sin
aQ
Preview Summarization Template
View Customar Defaults
Contract
v]
Due in 30 Days
Q
Billing Specislist
Billing Specialist
3 Add D

11. The History tab displays.

< Bill

Billing Plan General Ewvents

Tax Parametens

History

Contract 00000003000000000092

Sold To Customer FINDO107

Billing Plan

Amount Details

Total Net Extended Amount

Contract Billing History

8101 As Incurred Rev & Bill Plans

0.00

Source | Billing Contracts | Projects
FCross *Cross Last
Reference System Process “"Last Update
Reference Update Het Amt
I M
ﬁ?wn“ prives Source nstance Date/Time User ID
1 Finalized PCA | 02/18/2019 10:40:52/ [CTC_BRA 0.000

Return to Assign Billing Flan

fiSeve | [GhReturn to Search

= Motify |

Stste Board for Comm & Tech Colleges

Billing Flan General | Events | Tax Parameters | Histery

Define Billing Plan

Bl Unit WA17D
Bill T FINQD1OT State Board for Comm & Tech
Colleges

Currency USD

Personalize | Find | &) L& First ‘4 10f1 ' Last

Billing Net Extended
Gross Amt Crrmency At Gross Extended
0.000 Q 0.000 0.000 ¥ =

+ Add pdeieT

12. Process complete.
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