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Objective

How To Properly Copy a Single Bill

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



Caveat

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

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.

e Log in to PeopleSoft 9.2
e Fluid Tile: Program Mgmt, Billing & AR / Billing / My Billing Invoices /
Copy Single Bill
NavBar: Navigator > Financials > Billing > Maintain Bills >
Copy Single Bill



Copy A Single Bill
e Find an Existing Value

e Business Unit - UTRNS

* Invoice [begins with] :
NS-######H-INV

. ]ICZ?aItS starts to populate under that
ie

e For training purposes, please use
NS-0000016-INV

NOTE: If INVOICE number is known
the following is not required: Bill
Status, Customer [begins with],
Contact.

Copy Single Bill

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

Find an Existing Value

Search Criteria

Business Urit |

nvoice| begins with s

jey e

Bill Status| = vl | ~

Customer| begins with s

Contract| begins with s

[l case Sensitive

=
Search Clear Basic Search 2 Save Search Criteria



Data Entry

* Click Search button
* Copy Single Bill page opens

Copy Single Bill
Unit UTRNS Bill To NSPOODDZ Rio Grande Regional Hospital
Invoice MNS-0000016-INV Invoice Amt 135,750.00 usD
Select Bill Action Copy Results
® No Bill Action 1COIJY Bill NEXT
) Copy Bill
5l Save . Return to Search =] Motify

 REVIEW content presented to ensure you have selected correct
invoice.

e |f this is not the correct invoice, CLICK the RETURN TO SEARCH button



Data Processing

 Click Copy Bill in SELECT BILL ACTION section

Copy Single Bill

Unit UTRNS
Invoice MNS-D000018-INV

Select Bill Action
) No Bill Action

o Save i Return to Search

* In COPY RESULTS section leave content default (NEXT)

Copy Results

*Copy Bill NEXT



Data Processing

e Click Save button

e SELECT BILL ACTION section bubble returns to NO BILL ACTION
e *COPY BILL changes from NEXT to NS-#i####-INV

Copy Single Bill

Unit UTRNS Bill To NSPOO002
Invoice MNS-0000018-INV

Select Bill Action Copy Results

1%/ No Bill Action *Copy Bill [NS-0000017-INV

O copy Bill

i Save i* Return to Search = Motify

e Click Go To Bill Header — Gen. Info link

Invoice Amt 135,750.00 usD

Rio Grande Regional Hospital

Go To Bill Header - Gen. Info

A

* a new browser tab will appear



Data Processing

e Review ALL content displayed on HEADER — INFO 1 page

| rvenn TRHRUS |

Header -Info 1 || Line -Info 1

Unit UTRNS Invoice NS-D000017-INV Pretax Amt 135,750.00 USD
Status NEW Q Invoice Date 5] Cycle ID Q,
*Type [D31 o} Source |[ONL a, "Frequency S|
*Customer NSPD0002 Q, - View Activity SubCust1 SubCust2
Rio Grande Regional Hospital
*Invoice Form XMLPUB a From Date el To Date el
Accounting Date El Pay Terms N30 Q, Pay Method [ Check v
Remit To CHASE Q, Bank Account VAR1 Q,
Sales NON-GRO1 Q Bill Inquiry Phone |956-655-2839 Q
Credit CA Q Collector COLO1 Q,
Billing Specialist EILLERCN Q Billing Authority EILLAUTH Q,
UTRGV Conversion - Mon Grants Mariana Guerra, Manager
Go to: Header Info 2 Address Copy Address
Notes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation | Header - Info 1 v| | Prev Next
iilSave ||gh Return to Search [=] Notify || 2% Refresh =4 Add

Header - Info 1 | Line - Info 1

e Click LINE —INFO 1 tab



Data Processing

e Review ALL content displayed on LINE —INFO 1 tab

Header - Info 1 Line - Info 1

Unit UTRNS Bill To NSPO0002 Pretax Amt 135,750.00 USD
Invoice NS-0000017-INV Rio Grande Regional Hospital Max Rows 5
Bill Line Find | View All First ‘&' 10f1 ‘' Last
Identifier Look Up Date 05/16/2018 |5 [#][=]
Line
Seq 1 Net Extended 135,750.00
Table |ID Q Identifier REV_RGV_DES31 Q Description TEST Fund 3100 - Sales -TEST
Quantity 16.0000 From Date El
Unit of Measure |UNT Q. To Date El
Unit Price 8,424.3750 Line Type REV &} V] Accumulate
Gross Extended 135,750.00: Tax Code Q. [JTax Exem pt
Exempt Cert &}
Less Discount 0.00
Plus Surcharge 0.00
MNet Extended 135,750.00
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 135,750.00
Go to: Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Entry Page Series
Summary Bill Search Line Search Navigation [Line - Info 1 v Prev  Next

il Save 4" Return to Search =] Motify || 2% Refresh £} Add F Upd

Header - Info 1| Line - Info 1



Data Processing

* Copy a bill to ensure accounting date is to current open period.
* Click Save button

Goto Line Info 2 Tax Accounting Discount/Surcharge

Motes Express Entry Page Series
> Summary Bill Search Line Search Navigation| Line - Info 1 v| Prev  Next
- Save |||a" Returnto Search ||[Z] Notify || &% Refresh % Add

Header - Info 1| Line - Info 1

 Click Summary link (above Save button)



Data Processing

 Review CONTENT displayed

* Take note of NEW invoice
number for future reference

e ClickBill Search link (above

Bill Summary Info Bill Summary Info 2

Unit UTRNS

Gross Extended Amount
Total Discounts
Total Surcharges

Net Extended Amount
Total VAT Amount
Total Taxes

Total Invoice Amount

Forward Bal
Paid Amount

Total Due

Go to: Header Info 1

SAVE button)
* Bills Not Invoiced page appears

—) Bill Search Line Search

1| Save " Return to Search [=] Notify

Bill Summary Info | Bill Summary Info 2

Invoice NS-0000017-INV

135,750.00
0.00
0.00
135,750.00
0.00
0.00
135,750.00
0.00
0.00
135,750.00
Address

LY
usp =

Invoice Date

Customer

NSP00002 Rio Grande Regional Hospital

Invoice Type Regular

Bill Type D31 Designated Fund - 3100

Bill Source ONL Online transactions
Bill Status NEW
Template No

Consol Hdr No
Bill By ID
Invoice Media Print Copy

Due Date

Calculate Taxes

Copy Address

MNotes



Data Processing

* Enter
e Unit: UTRNS Bills Not Invoiced

{ ] I D : u Se |OO k u p iCO n O r m a n u a I Iy e nte r !B:I:J:: — . Q *Currency ODtl:;lTransac:\cn Currency v o9 0 —
(i.e., NSP00002) :

0.000 [/ 0.00 El El
Bill Search Results Personalize | Find | View All | &2 & First ‘&' 1of1 '} Last
Details || References

.
. Template
. < I I C k Sea rc h b u tto n llllllllllllllll Source Invoice Invoice Flag Invoice Date  Invoice Amount Currency

O 0.000

Summary ¥ Header Info 1 Address Copy Address Header Notes
Line Info 1 Tax Accounting Discount/Surcharge Line Notes Line Search

You should see your NEW invoice listed
in the results.

= Notify || & Refresh

If you do not see it:
1. You copied the wrong Invoice #

%zl?(ou did not properly copy the single
il



NAVIGATION

e TILES: Program Mgmt, Billing & AR > My Billing Invoices > Express
Billing

L7 My Billing Invoices A
Search
Correct Interface Errors
Update Pending Transactions Find an Exist

Review Pending Transactions

Process Billing Interface m
Update Billing Worksheet

Review Contract/Project Bills

Letter of Credit Summary

——) xpress Billing



Data Processing

* Click Find an Existing Value tab (should be DEFAULT tab)
* Enter BUSINESS UNIT: UTRNS

* Enter Invoice [begins with]: NS-#######-INV (the one you took note
of for future use) Fxpress Bl Eniry

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 Uni'. UTRNS a
In'-mice ns x |
Bill Status[= V| Invoice Invoice Type Bill Type Identifier Bill Status Bill Source
Customer begins with | NS-0000017-INV Regular D31 New Bill ONL

. o .Cnrtrac.'.
L ClICk Sea rCh button Bills in Business Unr. | Q

Template Invoice Flag|= v|

v]

U case Sensitive

I Search Clear Basic Search .x_l"ﬂ Sawve Search Criteria



Data Processing

 Billing General page appears

Billing General

Unit UTRNS Invoice NS-0000017-INV

Bill Status NEW Q,
*Bill Type D31 &}
Cycle ID Q,
*Invoice Form XMLPUB Q,
Customer Information
*Customer NSP00002 Q,

Rio Grande Regional Hospital
Address

Payment Information

Header Detail

Lines to Add

5[ = B
Bill Lines

- Identifier Look

Tl Save ||[2h Retum to Search =] Notify «* Refresh

Charge Details Met Amount Line Information Product Order Shipment Miscellaneous Project/Contract Service User Fields

Pretax Amt 135,750.00 USD
Invoice Date [#]
Bill Source ONL a,
“Frequency ®
SubCust1 ~ View Customer Activity
SubCust2

Max Rows 5

Personalize | Find | View All | (2 | = First ‘&' 1of1 &/ Last

Sel Seq Line Up Date Table Identifier Description Guantity UOM Unit Price  Gross Extended AR Account Revenue
1 1 05/16/2018 |5 ID Q, |REV_RGV_DES|Q TEST Fund 3100 - Sa 16.0000|[UNT |Q |8,484.375C 135,750.00) 11680 42306
< >
Go to: Copy Address Header Notes Accounting Distributions
Summary Standard Entry Eill Search Line Search Attachments
Navigation | Billing General v Page Series

Frev Mext

=+ Add




Data Processing

* Click Address subsection in CUSTOMER INFORMATION section

 Review CONTENT as necessary
* If you have to make changes on customer information at this time Mariana
Guerra (Financial Manager, Financial Services-Comptroller) has asked that you
contact her by email with your adds, changes, or deletions to the Customer

L]
Information. .
Customer Information
*Customer NSPO0002 Q SubCust1 + View Customer Activity
Rio Grande Regional Hospital SubCust2
¥ Address
Attention To 11Q, Contact Name Jose Garza
*Location 2|Q Number of Copies 1
Language Code ENG *Invoice Media | Print Copy W
Email Address jose garza@yahoo.com
Country USA United States
Address 1 1215 North St.
Address 2
Address 3
City Mcallen
County Postal 78501
State TX Texas




Data Processing

 Click on Payment Information in Customer Information section

e Review & Correct Content as necessary.
e Check Pay Terms
e Pay Method (no need to change)
 Verify SSS Amounts

Pay Terms N30 Q Pay Meth0d|Crec|< v| E&.
Remit To |CHASE Q Bank Account VAR1 Q
Paid Reference Prepayment Lookup
Paid Amount 0.00 Fwd Balance 0.00

Letter of Credit [D Letter of Credit Document ID



Data Processing

* Click on Header Detail section
* Review & Correct CONTENT as necessary

Header Detail
Accounting Date Hold Until Date 05/16/2018
From Date

Sales Person NON-GRO1

To Date
Bill Inquiry Phone 956-655-2889
Credit Analyst |(CA
Billing Specialist BILLERCN

Collector | COLD1
Billing Authority BILLAUTH

UTRGY Conversion - Mon Grants Mariana Guerra, Manager
Entry Type INV

oL L EE
L L LEE

Je)

Entry Reason MNSP

Je)

[ Accrue Unbilled
PO Ref

System Source



Data Processing

Bill Lines
Charge Details || Met Amount | Line Information | Product || Order | Shipment | Miscellaneous

. ldentifier Look

Sel Seq Line Table Identifier Description

Up Date

U] 1 0516/2018 [ |ID @, |REV_RGV_DES|Q TEST Fund 3100 - Sa

4

Personalize | Find | View All | Bl | LE

Project/Contract || Service || User Fields

Quantity UOM

16.0000/ UNT | |8,484.375(

First ‘&' 1of1 '} Last

Unit Price  Gross Extended AR Account Revenue

135,750.00| 11630 42306

>

e Enter In BILL LINES section (if NOT already populated or correct)

|dentifier Look Up Date: Current Date
Table: ID

|dentifier: WARNING! — CHANGING IDENTIFIER WILL REPLACE PRICE WITH NEW

IDENTIFIER’S LIST PRICE

Description: (enter a unigue description)
Quantity: ###

UOM: (if applicable use lookup icon)

Unit Price: SS5S.SS

Gross Extended (auto sums)




Data Processing

* Click on Revenue Account link (next to GROSS EXTENDED)

Max Rows 5

\ | Find | viewan | 20| B8 First ‘4 10f1 ‘B Last
ract Service User Fields

ross Extended AR Accoury evenus AcCour

135.750.00| 11680 42306 [+] [=]

D> >

e Note: Accounting Distributions tab opens (if tab does not open,
please click on ACCOUNTING DISTRIBUTIONS link below)

Eilling General Accounting Distributions

Unit UTENS Bill To NS
Invoice NS-0000017-IMNY Rio




Data Processing

e Review REVENUE DISTRIBUTION / Bl CREATES GL ACCT ENTRIES /
REVENUE section content

Revenue Distribution

Bl Creates GL Acct Entries
Revenue Personalize | Find | View Al | (2| E& First '4' 10of1 ‘®' Last
Acctg Information | Reference Information

Code Accoun t Fund Dept Cost Center Function Egltﬂ o= Project Activity Fund Affil F
(] [=] Q [42306  |@  [3100 @ [104030 |Gy (31000001 |Q [999 a Q a a a
£ >

Percent 100.00 Amount 135,750.00 Gross Extended 135,750.00




Data Processing

* Click in NAVIGATION section (bottom middle) — LINE — NOTE

Navigation |Line - Note b

e Update content in BILL LINE / BILL LINE NOTE / Note Text Section —

Bill Line Find | View All First ‘4 10of1 ‘b Last
Seq 1 Line Net Extended 135750.00
Identifier REV_RGY_DES31 Description TEST Fund 3100 - Sales -TEST
Bill Line Note Find | ViewAll  First ‘4" 1of1 '» Last
[ standard Note Flag Standard Note Code Q [+ [=]
(internal Only Flag Note Type CUSTNOTE | Q

Note Text
THIS IS A TEST NOTE FOR A TEST INVOICE \EDl
216 characters remaining




Data Processing

e Click: In NAVIGATION section (bottom middle) — HEADER NOTE

Line Search Attachmenis

P

Mavigation | Header - Mote V|

Pray

e Update content in BILL HEADER NOTES / Note Text Section

Bill Header Notes Find | View All First ‘4’ 10f1 ‘&' Last

+|[=

[] standard Note Flag Std Note Q [+ (]
[linternal Only Flag Note Type Q

MNote Text:
This INVOICE is only a TEST. This Invoice was generated for TRAINING FURPOSES ONLY! Ed

171 characters remaining




Data Processing

* Click BILLING GENERAL tab -

Unit UTRNS H
Invoice NS-0000017-INY

e in HEADER DETAIL section make ACCOUNTING DATE: current date

Header Detail
Accounting Date B Hold Until

From Date Calendar I
Sales Person NON-GRO1 May [v] 2018 [v]

|
|

Credit Analyst|CA | S M T W T F § !
|

Billing Specialist |BILLERCN 1 2 3 4 5 I
UTRGV Conversion - 6 7 8 9 10 11 12

13 14 15 16 17 18 19
20 21 22 23 24 25 26

| 27T 23 29 30 N

Entry Type |INV |

PO Ref

System Source

Currency Information I Current Date !
EXCITaNIE KaE




Data Processing

e At top of screen CHANGE Bill Status from NEW to RDY

W IIIVOICEE NS 5 -1
Bill Status RDY = QY
*Bill Type D31 &'}
Cycle ID Q,
*Invoice Form XMLFUB Q,

1formation

* Click Save button

= 1
joave |||



Data Processing

e Take note of your current INVOICE # for future use

* In this document the invoice # is NS-0000017-INV



NAVIGATION

* Click on Print Pro Forma (in Activity Guide Navigation Area)

L)
Letter of Credit Summary

Express Billing

Bill Summary

Single Action Invoice
Reprint Invoices
Copy Single Bill

3 Print Pro Forma m

Finalize and Print Invoices

Bills Invaiced

Bills Mot Invoiced



Data Processing

e Click on SEARCH
e Click on your RUN CONTROL ID (i.e., BI_PRINT_PRO_FORMA)
* PRO FORMA page opens



Data Processing

* Enter
* From Business Unit: UTRNS
* To Business Unit: UTRNS
 From Invoice: (from previous function)
e To Invoice: (yes, the same invoice number as above)

From Business Unit UTRNS |C
To Business Unit UTRNS Q)
From Invoice |NS-0000017-INV
To Invoice NS-0000017-INV X

e Leave all other options DEFAULT



Data Processing

* Click on Run button

Feport Manager Process Monitor

iguage

Run

() Recipient's Language



Data Processing

e PROCESS SCHEDULER REQUEST window appears

Process Scheduler Request X
Help
. . L4 User ID Run Control ID BI_PRINT_FRO_FORMA
 Click Proforma & Print option
Server Name [~] Run Date |05/16/2018 El
Recurrence ﬂ Run Time [3:03:52PM Reset to Current Date/Time
Time Zone &}
Process List
Select Descripfion Process Name Process Type *Type *Format Distribution
a Pre-process & Finalization EINVCOO00 Application Engine |Web v| |TXT v| Distribution
Proforma & Print 1 BIJOBPO1 PSJob [(None) | [(None) | Distribution
O Print Invoice w/SQR BIPJ10 PSJob [(None) | [(None) | Distribution
° [ Print XMLF PSAD3 Invoice BIPJ100 PSJob [(None) s][(None) ] Distribution
. C | I C k O K O Print Grants Invoice wfSQR BIPJ20 PSJob |(Nonej: v| |(N0nej: v| Distribution
™ Print SF1080/81 Invoice w/SQR BIPJ30 FSJob |(N0nej: v| |(N0nej: v| Distribution
™ Print Invoice wiXML Publisher BIPJ50 FSJob |(N0nej: v| |(N0nej: v| Distribution
™ Print XMLF PS/CA Invoice BIPJ55 PSJob |(N0nej: v| |(N0nej: v| Distribution
™ Print XMLF 1034/35 Invoice BIPJEO PSJob |(N0nej: v| |(N0nej: v| Distribution
a Print XMLF Summ. Invoice BIPJES PSJob |(Nonej: v| |(Nonej: v| Distribution
o P rO Ce S S S C h e d u I e r Re q u e St [  Print XMLP Invoice BIPJ75 PSJob [(None) | [(None) | Distribution
- - O Print XMLP PS/PC Invoice BIPJ20 PSJob [(None) | [(None) | Distribution
W I n d OW d I S a p p e a rS O Print XMLP PS/OM Invoice BIPJ25 PSJob [(None) ] [(None) | Distribution
O Print XMLP PSAD1 Invoice EIPJOO PSJob |(Nonej: v| |(Nonej: v| Distribution
™ 2 Print XMLF PSAD2 Invoice EIPJO5 PSJob |(Nonej: v| |(N0nej: v| Distribution
OK Cancel




Data Processing

* Click Process Monitor link

Report Pﬂanage@:ess Mc:n@ Run

iguage (_) Recipient's Language

* Click REFRESH (as necessary) to view

e RUN STATUS = SUCCESS
e DISTRIBUTION STATUS = POSTED
e or CONTENT may disappear oo i

User ID . Type | v [Last v 1 Refresh
severl ~|  Name @, Instance From Instance To

Run Statusm Distribution Status ¥l save On Refresh

Process List Personalize | Find | View All

Select Instance Seq. Process Type User Run Date/Time

[ g7s49 FSJob BIJOBFPO1 051672018 3:03:52PM CDT rocessin




Data Processing

* Click Go back to Pro Forma link

Go back to Pro FG@

) Save

FProcess L

* Click Report Manager link

=| Notify

ist | Server List

@pnn ManagDmcess Monitor Run

iguage

O Recipient's Language



Data Processing

e Click Administration tab

e Click PDF version of INVOICE (typically on top of list)

List E:-:pInre@miniatraticDmhives

View Reports For

Folder |

Report List Personalize | Find | View All | £ | B
Report Prcs e Request
Select D Instance Description Date/Time
5162018
26364 Q?E@F{MXFNM - BI_PENXPNO1 pdf 09 17EM
) . 05M16/2018
26362 97370 Invoice Bursting Program 3-08-11PM
05M16/2018

ok I ik T Tl | Theimf Thordeorb sbal o S s i oe s

Instance

First '4' 1-200f29 '}’ Last

Format Status
Acrobat

Fosted
(*.pdf)
Text

Files Fosted
*.txt)
Acrobat  _

Dietails

Details

Details

Tt il



Navigation

e SINGLE ACTION INVOICE (in Activity Guide Navigation Area)

Sedr

Express Billing

Bill Summary

Find an

» Single Action Invoice m

Reprint Invoices
Copy Single Bill

Print Pro Forma



Data Processing

* Click SEARCH button

e Click on your RUN CONTROL ID
e For Training Purposes Only, click on SINGLE_ACTION_INVOICE

Search Results
View All First ‘4’ 1202 /' Last

Run Control 1D Language Code
Bl_PRINT_PRO_FORMA  English
SINGLE_ACTION_INVOICE English

Find an Existing Value | Add a New Value



Data Processing

* SINGLE ACTION INVOICE page is displayed

* Click in SELECTION PARAMETERS / POSTING ACTION = Batch Standard
* Click in SELECTION PARAMETERS / RANGE SELECTION = Invoice ID

Posting Action
) Do Not Post (® Batch Standard

Range Selection

Al (® Invoice ID
C Bill Cycle (O CustID

) Date Bill Added ) Bill Type
(_)Range ID () Bill Source

() Public Voucher Number



Data Processing

e Enter
* Business Unit: UTRNS
 From Invoice: (from previous process)
e To Invoice: (same as above)

Business Unit UTRNS 3
From Invoice NS5-0000017-INV
To Invoice NS-0000017-INV

This is the invoice number you were asked to take note of for future use



Data Processing

* Click Run

* Process Scheduler Request window opens

Report Manager Process Monitor

iguage

Run

O Recipient's Language

» Select PROCESS NAME (BIJOBO3K) Description:
e Action w/Comm Cntl

Sing

\
OO0&EDOOC

Pre-process & Finalization
Single Action Invoice

Single Action w/ Comm Cnil
Single Action Com Cntl No Crys
Load AR Pending ltems

DT oT

BIVCO00
BIJOBO3
BIJOBO3K
BLIOBX3K
BILDARO1

e TS
Application Engine
PSJob

PSJob

PSJob

S0OR Report

I VT

VlIILJI

e I TSI IaTT

[Web

~||[PDF

| Distribution

[(None)

| [(None)

w| Distribution

[ (None)

| [(None)

| Distribution

[(None)

| [(None)

| Distribution

[Web

~|[PDF

| Distribution




Data Processing

* Click OK & Process Scheduler Request window closes

Report Manager Run

guage _/ Recipient’s Language

* View Process Request For page appears

View Process Request For

User D Type | v| [Last v 1 Refresh
sever [ ~|  Name @, Instance From Instance To
Run Status Distribution Status [¥1 save On Refresh
Process List Personalize | Find | View all | &2 | [ First ‘4 10of1 '} Last
Process Distribution

Select Instance Seq. Process Type Name User Run Date/Time Run Status Status Details

[ o738s PSJob ElJOBO3K 05/16/2018 3:43:49PM CDT Processing N/A Details




Data Processing

* Press the REFRESH button as necessary until
* RUN STATUS = SUCCESS
 DISTRIBUTION STATUS = POSTED
e or CONTENT in PROCESS LIST may completely disappear

* Click Go Back To Single Action Invoice link

S

o back to Single Action Invoice

) Save = Motify

u‘rncess List | Server List




Data Processing

 Click Report Manager link

( Report Manager )Prnces s Monitor Run

iguage () Recipient's Language

* View Reports For page displays

e Click Administration tab
List E:;plcre@n‘inis‘.ra‘.iDrcI‘iuea

View Reports For

Fulderi_v Instance




Data Processing

* Click PDF version of INVOICE (typically on top of list) to view

Report List Personalize | Find | View All | £ | @ First ‘4’ 1-20 0729 '}’ Last
Report Prcs - Request )
Select ID Instance Description Date/Time Format Status Details

05M16/2018  Acrobat
3:47:05PM  (*.pdf)

05M16/2018  Acrobat

26393 97912 Invoice Bursting Program 345:51PM ¢ pdf) Fosted  Details

05M16/2018  Acrobat
345 51PM (" pdf)

05M16/2018  Acrobat
34551PM  (*.pdf)

26399 97003 EI_PENXPMNO1 - BI_FPENXPMNO1 pdf Posted  Details

26383 97902 Print Portrait style invoices. Fosted  Details

268387 97901 Print Landscape Invoices Fosted  Details

e You can now save, print, or email this invoice



Viewing Invoice

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

REMINDER: 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.



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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