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Objective

How To Properly Locate & Review
Billing Information

People’goft 9.2
Accounts Receivable Module
Billing Component
by Explanation, Demonstration, & Practical Application



Navigation

e Log in to PeopleSoft 9.2

e Fluid Tile:

NavBar: Navigator > Financials > Billing > Locate Bills > Bills Invoiced

Bills Invoiced
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Data Entry

e Enter
* Business Unit: UTRNS
e Bill to: Customer (default) or Contract
e Customer ID: (lookup icon) (i.e., NSPO0002)

Bills Invoiced
*Unit UTRNS Q *Currency Option | Transaction Currency v
*ni g ¥ & | search
Bill To | Customer v 1ID|NSP00002 Q

e Click Search button

B Search




Data Entry

 Bill Search Results page appears

Details

Select
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Bill Search Results
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Type
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NS-0000017-INV

NS-0000016-INV

NS-0000014-INV

NS-0000012-INV
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NS-0000006-INV

Template
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N

N

Personalize | Find | View All | | E

Invoice Date

05M16/2018

051472018

05M11/2018
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05/08/2018

05/08/2018

05M10/2018

05/08/2018

05/07/2018

Invoice Amount Currency

135,750.00 USD
135,750.00 USD
-5,000.00 USD
46,000.50 USD
7,500.00 USD
10,000.00 USD
-10,000.00 USD
5,000.00 USD

40,000.00 USD
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1-9 0f 10

b

Last




Data Entry

» Select Invoice you are wanting to review by clicking checkbox

Bill Search Resulis
Details | References

Select Type Status Source Invoice
. D31 INW ONL MNS-0000017-INV <€
] D31 INW ONL MNE-0000016-INV
] D31 INW ONL ME-0000014-INV
[] MSC INW DONL MS-0000012-INV

e or click on the invoice number



Data Entry

* If you checked the Select box then click Header Info 1 link

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



Data Entry

e Review ALL content on Header — Info 1 page

Header - Info 1 Line - Info 1

Unit UTRNS

Status
Type

Customer

Invoice Form
Accounting Date
Remit To

Sales

Credit

Billing Specialist

Invoice NS-0000017-INV

INV
D31
NSP0D002

Rio Grande Regional Hospital

XMLPUB
05M16/2018
CHASE
NON-GRO1
CA
BILLERCN

UTRGV Conversion - Mon Grants

Go to: Header Info 2
Summary Commit Cnitrl
Bill Search Line Search

\&t Return to Search =] Motify || % Refresh

Header - Info 1| Line - Info 1

Address

Invoice Amt 135,750.00 USD 5E¥
Invoice Date 05/16/2018 Cycle ID
Source ONL Frequency Once
SubCust1 SubCust2
From Date To Date
Pay Terms M30 Pay Method Check
Bank Account VAR
Bill Inquiry Phone 956-655-28389
Collect COLDM
Billing Authority BILLAUTH
. Manager
Copy Address Motes
Page Series
[Header - Info 1 v]| Prev Mext




Data Entry

* Click Line —Info 1 tab

Header - Info 1 Line - Info 1

Unit UTRENS
Invoice NS-0000017-INV



Data Entry

e Review ALL content on Line — Info 1 page

Header - Info 1 Line - Info 1

Unit UTRNS Bill To NSPO0002 Invoice Amt 135,750.00 USD
Invoice NS-0000017-INV Rio Grande Regional Hospital Max Rows 5 b=t
Bill Line Find | View All First ‘&' 10f1 ‘&' Last
Seq 1 Line 1 Met Extended 135,750.00
Identifier REV_RGV_DES31 Description TEST Fund 3100 - Sales -TEST
Quantity 16.0000 From Date
Unit of Measure UNT To Date
Unit Price 8,484.3750 Line Type REV | Accumulate
Gross Extended 135,750.00 Tax Code Tax Exempt
Less Discount 0.00 Exempt Cert
Plus Surcharge 0.00
Net 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 Commit Cntrl Page Series
Summary Bill Search Line Search |Line - Info 1 v| Prev Mext

|a* Return to Search [=] Notify || 2% Refresh

Header - Info 1 | Line - Info 1




This Part of the Process is Complete



Navigate

* REVIEW ALL BILLS

* NavBar: Financials > Billing > Review Billing Information > Summary

Bill Summary

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|= w/| |
Invoice begins with |

Bill Status|= v |
Custurner
Contract| begins with |

Bills in Business Unit|= |

Template Invoice Flag|= v | v|

L2 Ll L L

[Icase Sensitive

=[]
Search Clear Basic Search & Save Search Criteria




Data Entry

e Enter
e Business Unit: (typically UTRNS)
* Invoice [begins with]: enter if known (i.e., NS-0000017-INV) (optional entry)

Bill Summary

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

e Click Search button

Find an Existing Value

Search Criteria

Business Unit|= | UTRNS
Invoice NS-D000017-INV
Bill Status|= v |
Cu5tomer
Cnntract

Bills in Business Unit|= /|
Template Invoice Flag|= v| | v|

L2 L LR

[Icase Sensitive

=]
Search Clear Basic Search = Save Search Criteria




Data Entry

* As we entered an Invoice number the Bill Summary Info page
appears
-- Otherwise, if you leave Invoice box blank & click Search --

* Select Invoice you are wanting to review by clicking on it

Search Clear | Basic Search .\_3?1” Save Search Criteria
Search Results
Cnly the first 300 results can be displayed.
Wiew All First ‘4 1100 of 300 '*' Last
Business Unit Invoice Invoice Type Bill Type Identifier Bill Status Bill Source Customer Contract Bills in Business Unit Template Invoice Flag
UTRNS RGVMNONSP-CNVAT183 Regular CNV Invoiced CNV NSP345190 (blank) UTRNS Mo
UTRNS RGYNONSP-CNVIT7132 Regular CNV Invoiced CNV NSP345190 (blank) UTRNS No
UTRNS RGWVNONSP-CNVE71581 Regular CNV Invoiced CNV NSP327033 (blank) UTRNS Mo
UTRNS RGVMONSP-CNVET 180 Regular CNV Invoiced CNV NSP327983 (blank) UTRNS Mo
UTRNS RGYNOMNSP-CNVIT7176 Regular CNV Invoiced CHNV NSP286575 (blank) UTRNS No
UTRNS RGWVNONSP-CNVAT173 Regular CNV Invoiced CNV NSP235058 (blank) UTRNS Mo
UTRNS RGYNONSP-CNVI7171 Regular CNV Invoiced CNV NSP270333 (blank) UTRNS No
UTRNS RGVYNONSP-CNVIAT7169 Regular CNV Invoiced CHNV NSP0432385 (blank) UTRNS No
UTRNS RGVMNONSP-CNVOT 166 Regular CNV Invoiced CNV NSP345116 (blank) UTRNS Mo
UTRNS RGYNONSP-CNVIT 165 Regular CNV Inveoiced CNV NSP3422380 (blank) UTRNS No
UTRNS RGVYNONSP-CNVIT162 Regular CNV Invoiced CNV NSP343717 (blank) UTRNS No
UTRNS RGWVMNONSP-CNVIOT 161 Regular CNV Invoiced CHNV NSP274087 (blank) UTRNS No




Data Entry

e Review ALL content on the Bill Summary Info page

Bill Summary Info Bill Summary Info 2

Unit UTRNS Invoice NS-D000017-INV Invoice Date 05/16/2018
Gross Extended Amount 135,750.00 Customer NSPO0002 Rio Grande Regional Hospital
Total Discounts 0.00 Invoice Type Regular
Total Surcharges 0.00 Bill Type D31 Designated Fund - 3100
Bill Source OMNL Online transactions
Total VAT Amount 0.00 Bill Status NV
Total Taxes 0.00 Template No
Consol Hdr Mo
Total Invoice Amount 135,750.00 Bill By ID
Forward Bal 0.00 Invoice Media Print Copy
Paid Amount 0.00
Due Date 06/15/2018
Total Due 135,750.00 USD
Go to: Header Info 1 Address Copy Address Notes
Bill Search Line Search

(ot Return to Search [Z] Notify

Bill Summary Info | Bill Summary Info 2



Data Entry

e Click Bill Summary Info 2 tab

e Review Content on page, including links

Bill Summary Info Bill Summary Info 2

Unit UTRNS Invoice MNS-D000017-INV
GL Level Bl Creates GL Acct Entries Attach Invoice Image
AR Level Headeris AR Open ltem VAT Defaults Applied

AR Option Use Header for Distribution
Pre-Load Status Done
Approval Status Mot Reguired
Date Bill Added 05/16/2018 12:24PM
Created By
Created By Process Single Bill Copy

/| Invoice Printed
EDI Sent
»f| Currency Converted
/| GL Entries Created
»/| AR Pending Item Created

Go to: Header Info 1 Address Copy Address Motes
Bill Search Line Search
ot Reiurn to Search =] Motify

Bill Summary Info | Bill Summary Info 2




e This Part of the Process is Complete



Navigate

Locating Billing Detail
* Billing > Review Billing Information > Details

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|= | | Q
Invoice| begins with | Q,
Bill Status| = v || v

Customer| begins with |

Contract| begins with |

[l case Sensitive

=
Search Clear Basic Search £ Save Search Criteria




Data Entry

* Enter
e BUSINESS UNIT: UTRNS (may be defaulted if continuing from previous process)

e Click Search button ="~

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

Find an Existing Value

e View ALL invoices

Business Unit[= ] JUTRNS x|
invoie [egins Wi ] Q
Bill Status|= v | v]
Customer QL
Contract| begins with |

[Jcase sensitive

e Select Invoice

=[5
Search Clear Basic Search = Sawve Search Criteria

Search Results
Only the first 300 results can be displayed.

View All First ‘4 11o00f300 ‘B Last

ziness Unit Invoice Invoice Type Bill Status Bill Type Identifier Bill Source Customer Contract
RGVNONSP-CNVIT 183 Regular Invoiced CNWV CNV NSP345190 (blank)
RGVNONSP-CNVI9T 182 Regular Invoiced CMNV CNV NSP345180 (blank)
RGVNONSP-CNVIT181 Regular Invoiced CMNV CNV NSP327983 (blank)
UTRNS RGVNONSP-CNVIT 180 Regular Invoiced CNV CNV NSP327983 (blank)
UTRNS RGVNONSP-CNVIT 176 Regular Invoiced CMNV CNV NSP286575 (blank)
UTRNS RGVNONSP-CNVIT 173 Regular Invoiced CNV CNV NSP285058 (blank)
UTRNS RGVNONSP-CNV9T171 Regular Invoiced CNV CNV NSP270333 (blank)

S ——



Data Entry

Header - Info 1 Line - Info 1

Unit UTRNS

Status
Type

Customer

Invoice Form
Accounting Date
Remit To

Sales

Credit

Billing Specialist

Go to: Header Info 2 Address
Summary Commit Cnirl
Bill Search Line Search

@h Return o Search Previous in List | |45 Mextin List

Header - Info 1 | Line - Info 1

Invoice NS-D000017-INV

INV
D31
NSP00002

Rio Grande Regional Hospital

XMLPUB
05162018
CHASE
NON-GRO1
CA
BILLERCM

UTRGV Conversion - Non Grants

e Review ALL content on Header — Info 1 page including links & tabs

Invoice Amt 135,750.00 USD §'£‘f’=
Invoice Date 05/16/2018 Cycle ID
Source ONL Frequency Once
SubCust1 SubCust2
From Date To Date

Pay Terms N30 Pay Method Check
Bank Account VAR
Bill Inquiry Phone 955-655-2889
Collect COLD1
Billing Authority BILLAUTH

Manager

Copy Address Motes
Page Series

w| Prev Mext

[Header - Info 1

i Refresh




e This Part of the Process is Complete



Navigate

Locate Bills — Lines Not Invoiced
* Billing > Locate Bills > Lines Not Invoiced

Line Search - Not Invoiced

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
Invoice | begins with w]
Bill Status|= v| |
Custnmer
Contract

Bills in Business Unit|= /|

Template Invoice Flag|= v | v|

2R |eR

[ | case Sensitive

]
Search Clear Basic Search & Save Search Criteria



Data Entry

e Ent
n e r Line Search - Not Invoiced
M . Enter any information you have and click Search. Leave fields blank for a list of all values.
e Business Unit: UTRNS

Find an Existing Value

[ Cl ic k Sea rc h Search Criteria

Business Unit[= ] UTRNS x |Q
Invoice [begins with | a
Bill Status|= v v
. Customer o}
 All relevant Invoices
Bills in Business Unit[= v Q

a p pea rs Template Invoice Flag|= v v

[ case Sensitive

=
Search Clear | Basic Search 20 Save Search Criteria
e Select an INVOICE
View All First ‘& 14o0r4 ‘& Last
Businesgs Unit Invoice Invoice Type Bill Type Identifier Bill Status Bill Source Customer Contract Billz in Business Unit Template Invoice Flag
UTRNS NS-0000044-INV Regular MSC Mew Bill ({blank) NSPO0D02 (blank) UTRNS Mo
UTRNS MNS-0000031-INV Cred Bill CNV Ready CNV NSP327983 (blank) UTRNS MNo
UTRNS NS-0000024-INV Regular CNV Mew Bill CHNV NSP345180 (blank) UTRNS Mo

UTRNS NS-0000020-IMV Regular CNWV New Bill CNV NSP327983 (blank) UTRNS No



Data Entry

e Review ALL content on Lines Not Invoiced page including links

Lines Not Invoiced

Unit UTRNS Invoice NS-D000020-INV Type CNV v & Search
Bill To NSP327933 Date Status MNEW
Doctor's Hospital at Renaissance Contract Currency Option | Transaction Currency W
1 To 1 Of 1 1,595 ,602.000 I 1,585 602 000 UsD
Bill Lines Personalize | Find | View All | 2| = First ‘4’ 10of1 '&/ Last

Line Details Eeferences Dates Line Amounts | |F=H

Select Line Seq Identifier Description
| 1 1 Mon Grants Billing October 2017 GME Program Serv+
Summary Header Info 1 Address Copy Address Header Motes Bill Search
Line Info 1 Tax Accounting Discount’Surcharge Line Motes

o Return to Search 1| Previous in List M

(1]

n List | Motify || Refresh




e This Part of the Process is Complete



Navigate

Locate Bills — Lines Invoiced
e Billing > Locate Bills > Lines Invoiced

Line Search

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[= |

Invoice| begins with |

L2 L L

Customer| begins with |

Contract| begins with |

|:| Case Sensitive

=
Search Clear Basic Search [ Save Search Criteria




Data Entry

e Enter
e BUSINESS UNIT: UTRNS

e INVOICE [begins with]: enter if known (i.e., NS-0000000-INV) otherwise leave
blank

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

* Click Search

Search Criteria

Business Unit[= v| JUTRNS

e All relevant Invoices appears == =

Customer| begins with
Contract| begins with s

[case Sensitive

]
Search Clear Basic Search 2 Save Search Criteria

e Select an INVOICE

Only the first 300 results can be displayed.

View All First ‘4 114o00f300 (b Last
Business Unit Invoice Invoice Type Bill Type ldentifier Bill Status Bill Source Customer Contract
UTRNS RGVNONSP-CNVS7183 Regular CNV Invoiced CNV NSP345180 (blank)
UTRNS RGVNONSP-CNVST 182 Regular CNV Invoiced CNV NSP345190 (blank)
UTRNS RGVNONSP-CNVI7181 Regular CNV Invoiced CNV NSP327983 (blank)
UTRNS RGVNONSP-CNVIT7180 Regular CNV Invoiced CNV NSP327983 (blank)
UTRNS RGVNONSP-CNVIT176 Regular CNV Invoiced CNV NSP286575 (blank)
UTRNS RGVNONSP-CNVIT173 Regular CNV Invoiced CNV NSP285058 (blank)
UTRNS RGVNONSP-CNV3T171 Regular CNV Invoiced CNV NSP270333 (blank)
UTRNS RGVNONSP-CNVIT7169 Regular CNV Invoiced CNV NSP043285 (blank)

UTRNS RGVNONSP-CNVIT7 166 Reaular CNV Invoiced CNV NSP345116 (blank)



Data Processing

* Review ALL content on Lines Invoiced page including links

Lines Invoiced

Unit UTRNS Invoice NS-0000017-INV Type D31 f? .@. Search
Bill To NSPO000D2 Date 05/16/2018 Status INV
Rio Grande Regional Hospital Contract Currency Option| Transaction Currency hd
1 To 1 of 1 135,750.000 { 135,750.000 uspD
Bill Lines Personalize | Find | View All | B | E First ‘4' 1of1 “*/ Last

Line Details References Dates Line Amounts

Select Line Seq Identifier Description
O 1 1 REV_RGV_DES31 TEST Fund 3100 - Sales -TEST
Summary Header Info 1 Address Copy Address Header Motes Bill Search
Line Info 1 Tax Accounting Discount/Surcharge Line Motes

‘ot Return to Search =] Motify || o Refresh



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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