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Objective

To Properly Generate a Non-Sponsored Invoice

Peoplelgoft 9.2
Accounts Receivable Module
Billing Component
by Explanation, Demonstration, & Practical Application



Caveats

Before we begin: Please ENSURE POP-UPS are ENABLED for this server. This
will make viewing the INVOICE or other DOCUMENTS in PDF easier during
training and practical use of this module.

A bill is created with RDY status and next steps can be 'Print Pro Forma
Invoice' process if needed to review the invoice before finalizing (Optional,
refer to the test script of 'Print Pro Forma Invoice') or Finalize and Generate

an invoice.

The page parameters should be selected to run the invoices. Invoice Date
option should be 'Processing date'. Make sure ‘Batch Standard’ under
Posting Action is selected, if not they will not be Posted.



Navigation

e Log in to PeopleSoft 9.2

e Fluid Tile: Program Mgmt, Billing & AR / Billing / My Billing Invoices /
Single Action Invoice

.NavBar Navigator > Financials > Billing > Generate Invoices >

Non-Consolidated > Single Action Invoice [.....

Single Action Invoice
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Single Action Invoices

* Click Add A New Value tab
(SINGLE_ACTION_INVOICE)

e Enter Control ID (create or find  singie Action Invoice

EX|St| ng) Enter any information you have and click ‘Search. Leave fields blank for a list of all values.

e S| NGLE_ACTION_I NVOICE Find an Existing Value || Adda New Value

Search Criteria

e Click Search button Run Control ID[begins with /| [SINGLE_ACTION_INV(x

[ ]case Sensitive

Search Clear Easic Search .k_i"ﬂ Save Search Criteria




Data Entry

e Enter

. F RO M B U SI N ESS U N IT: UTR N S Single Action Invoice Print Options

e F RO M IN VO | C E: th iS S h ou Id be kn own Run Control ID SINGLE_ACTION_INVOICE Report Manager  Process Monitor Run
. Language ®) specified Language (O Recipient's Language
(i.e., NS-0000016-INV)

e TO INVOICE: this should be known
(i.e., NS-0000016-INV)

* |In INVOICE DATE OPTION ensure PROCESSING
DATE is bubbled in

* |In POSTING ACTION ensure BATCH STANDARD
is bubbled in

e |In RANGE SELECTION ensure INVOICE ID is
bubbled in

Selaction Parameters Find | View All First ‘&' 10of1 &/ Last

FHE=

®) Processing Date
O User Defined

Posting Action

O Do Not Post ®) Batch Standard

Range Selection Business Unit UTRNS |Q,

From Invoice N3-0000016-INV
To Invoice NS-0000016-INV

Oan E
O Bill cycle OcustiD
O Date Bill Added '

) Save | ||ah Return to Search | Previous in List = Notify + Add

Single Action Invoice | Print Options




Data Processing

e Click Run button
Feport Manager Process Mnnitnr
anguage O Recipient's THMuage

* Process Scheduler Request window appears

e WARNING: Ensure that the month you are in is OPEN. This error may appear
close to the start of the new month. (Set Invoice Option date to User defined)

] Warning -- The Transaction Date, 2013-07-03, is not open. The open period for UTRNS is from 2018-03-01 to 2018-06-30. (9000,301)

Open Period can be maintained in Open Penod Update page.

oK Cancel




Data Processing

e Select PROCESS NAME (i.e., BIJOB0O3K) and Single Action w/ Comm

Cntl

e Click OK

Process Scheduler Request

Server Name [~ Run Date [05/15/2018 [z
Recurrence [¥]  RunTime [3:25:30PM Reset to Current DatefTime "
Time Zone Q

Process List
Select Description Process Name Process Type *Type *Format Distribution
O Billing Currency Conversion BICURCNW Application Engine | Web v | |FDF v | Distribution
Il Generate AP Vouchers BIGNAPD1 SOR Report Web v | |PDF ~v | Distribution
[0  Pre-process & Finalization BI[VCOD0 Application Engine FDF | Distribution
| i BTGTe Aiction Invoice BIJOBO3 PSJob (None) _ | Distribution
¥ single Action w/ Comm Cnil BLJOBO3K PSJob Distribution
= (None) | [(None) | Distribution
O Load AR Pending Items BILDARD1 SOR Report Web w | |PDF v | Distribution
[ Load GL Interface BILDGLO1T SQR Report web  w|[PDF_ ] Distribution
[0  PrintInvoice w/SQR BIPJ10 PSJob Distribution
[]  Print XMLP PSA03 Invoice BIPJ100 PS.Job Distribution
[0  Print Grants Inveice wiSQR BIPJ20 PSJob Distribution
[]  Print SF1080/81 Invoice wISQR BIPJ30 PSJob Distribution
[]  Print Invoice wXML Publisher BIPJS0 PSJob Distribution
[]  Print XMLP PSICA Invoice BIPJSS PSJob Distribution
[]  Print XMLP 1034/35 Invoice BIPJGO PSJob Distribution
[  Print XMLP Summ. Invoice BIPJGS PSJob Distribution
[]  Print XMLP Invoice BIPJ75 PS.Job Distribution
[  Print XMLP PS/PC Invoice BIPJE0 PSJob Distribution
[]  Print XMLP PS/OM Invoice BIPJ85 PSJob Distribution
[J  Print XMLP PSAD1 Invoice BIPJS0 PSJob Distribution
[]  Print XMLP PSAQ2 Invoice BIPJY5 PSJob Distribution
O Billing Pre-Load Process BIPRELD Application Engine  |Web w | |PDF v | Distribution
[  Comm. Cntr. Budget Processor FS_BP Application Engine  [Web  ~ Distribution
[] UTZ Conversion Job UTZCNVBI PSJob Distribution

OK Cancel e




Data Processing

* Notice of SAVE PROCESS COMPLETION appears
* Click Process Monitor link




Data Processing

* Notice PROCESS LIST page appears

Process List || Server List

View Process Request For

User ID Type | wv| [Last v| 1 Refresh

server v Name @ Instance From Instance To
Run Status Distribution Status | V| ] save On Refresh
Process List Personalize | Find | View All | (2] B First ‘&' 10f1 ‘&' Last
Select Instance Seq. Process Type :gun?:“ User Run Date/Time Run 5tatus 2{:::-::““0" Details
[] o9raee PSJob BIJOBD3K 05/15/2018 3.25:30PM CDT Processing N/A Details
Select All DIZfleseIoa(:l All

Delete Request Cancel Request Hold Request Resiart Reques




Data Processing

e Select PROCESS NAME
e View Process Request For window

appears
* Press Refresh button (as m—
necessary) P . !.Eiimin ; nnnnnnnnnn
* Run Status = SUCCESS o )
e Distribution Status = POSTED D o | e




Data Processing

* Click Go back to Single Action Invoice link

@ba ck to Single Action lnu@

‘5l Save | [=] Nofify

Frocess List | Server List

* Click on REPORT MANAGER link

Report Manager )Process Monitor b isam...
Languaye () Recipient's Language

Process Instance: 97393



Data Processing

* Click on Administration tab —

List | o Administration || Archive

View Reports For

Folder [N ] st

MName Created 1
Reports
Report Report Description
1 BIGNAPO1 GENERATE AF VOU

e Click on INVOICE link in description field (i.e., Bl PRNXPNO1 —
Bl _PRNXPNO1.pdf)

Report List Personalize | Find | View Al | 2] B First ‘&' 1-26 0of 26 ‘&' Last

Report Prcs Request
(1) Instance Date/Time

M5/2018  Acrobat .
25987 9?4@R MXPNO1 - BI_PRMNXPNO 133{):22 PM  (*pdf) Posted  Details

: i 05152013  Acrobat .
250385 07424  Invoice Bursting Program 2-99-96PM (* pdf) Fosted  Details

i i N 05152018  Acrobat i
25075 97414 Print Portrait style invoices. 3-20:26PM (* pdf) Fosted  Details

Select Description Format Status Details




Viewing Invoice

d-ad ‘ @ Report Manager @bei-uat.ul:share.utsystem.e... x | ‘

* INVOICE will appear in NEW
browser window or tab of your I

browser RioGrande Valley
INVOICE

Pleasa Ramit To: AMOUNT DUE: 135730 us=D
The

i 5 e
REMINDER: Please ENSURE POP-UPS are ENABLED for this e s
server. c
(e Descrption ity oo Tl A T ot
This will make viewing the INVOICE or other DOCUMENTS b oETmEeeome o T
in PDF easier during training and practical use of this AR
module. - _




This Process Is Now Complete



Contact us at:

* If you have questions please contact: AccountsReceivable@utrgv.edu

The University of Texas

RioGrande Valley

Accounts Receivable
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