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Billing Page Series

Navigation Options

”
Billing

Navigation Collection Tile
Billing | Create Billing Invoices | Standard Billing

NavBar:Navigator
Billing | Maintain Bills | Standard Billing

Navigator
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1. The Bill Entry module consists of many pages and options. Page Series links, included in the lower right of each page in the Bill Entry series, access
only the pages that the university uses to create invoices.

Hasder - Info 1 Line - Info 1 E
.. 3

Unit UMSYS Invoice  NEXT Pretax Amt 0000 . g

i

Stats |NEW Q Invoice Date 110672018 3] Cycle ID Q 1

“Trpe Q Source a “Fraquency | Once = Bw ,}

“Customer Q ¥ View Activty SubCust! Subbustd ;

3

i

“invoice Form Q From Date = To Date =) t

o sl

Accounting Date B2 Pay Terms. (-1 Pay Method = Check }
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2. Parts of an Invoice
An invoice has two parts: a header and lines. The header includes information that pertains to the entire bill, and line information pertains to the
specific items that have been purchased.

f

Unit UMSYS Invoice NEXT Pretax Amt }
i

1

Status | NEW Q Invoice Date | 11/06/20

P gt

3. Header Data
Bill header data pages include the following four pages (in order of page series setup):
1. Header-Info 1 - Enables you to record bill type, customer, and the billing operation.
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3. Header - Note - Enables you to add internal notes or notes to be printed on the invoice that pertains to the entire bill.

o1 l.ne-lmfm

4. Header - Service Info - Enables you to enter a customer's PO number if you have one.

E : -]
A

4. Line Data

Bill line data pages include the following three pages (in order of page series setup):
1. Line-Info 1 - Enables you to record required charge information such as product, quantity, and price.

der - Info 1 | i

Py

L

2. Acctg - Rev Distribution - Enables you to specify general ledger account distribution information for each bill line.

J

g ol

3. Line - Note - Enables you to add internal or printed notes for each item that is billed.

v ()

[— e et

o
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Example of printed invoice:

END OF PROCEDURE

University of Missouri

INVOICE
Page: 1
Invoice No: INVOO., 7.
Invoice Date: 10/21/2004
Customer Number: 4000
P.O. Number
Customer: Payment Terms: Net 30
Due Date: 11/20/2004
MO OFFIﬁE OF ) Federal Id Number: 43-6004000
| -_ " N || AMOUNT DUE: usD
For billing questions, please callMorenet
Line Adj Identifier Description Quantity UoM Unit Amt Net Amount
MOREnet training for attendees
1 MNF INSTF TRG Internal Staff Training EA

6/28/04 Basic Troubleshooting Techniques
6/29/04 Networking 101

6/30/04 Configuring TCP/IP

7/1/04 Introduction to Wireless LANs
7/1/04 Bridging, Switching & Routing

SUBTOTAL:

[ TOTAL AMOUNT DUE :

PLEASE DETACH THIS BOTTOM PORTION AND RETURNWITH YOUR PAYMENT IN THE ENCLOSED WINDOW ENVELOPE.

MAKE CHECKS PAYABLE TO THE UNIVERSITY OF MISSOURI.

We accept [ 1VISA

[ ] MASTERCARD [ ] DISCOVER

Invoice No: INVOO ] Please check credit card used.
Customer Number: 4000 Credit Card Number: | _| _| _| _J_|_|_J_d_1_1_J_|_1_1_J1_1I
Due Date: 11/20/2004
Amount Due: [ | Cardholder Name: Exp
(Ptease print) Date:_ |
Amount Enclosed: Cardholder Signature
Customer:
REMIT TO:
- 1M RAnE

954004792000000000000534850000000000750008

University of Missouri-Columbia AR
P.O. Box 807012
Kansas City, MO 64180-7012
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Create an Invoice

Navigation Options

”
Billing

Navigation Collection Tile
Billing | Create Billing Invoices | Standard Billing

NavBar:Navigator
Billing | Maintain Bills | Standard Billing

Navigator

1. Click the Add a New Value tab.

Bill Entry

/;

| Find an Existing Value | ‘ Add a New Value |

Business Unjf" | UMSYS| Q‘

Inveicy |NEXT

e b ot o e | bt o)

ey VUL S
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a. The Business Unit must be the same as the ChartField string that will be receiving revenue.
b. For the Invoice field, accept the default NEXT so that the system assigns this invoice the next sequential invoice number.
c. Click the Add button.

2. Complete the following fields on the Header - Info 1 tab.

—_— 1

| Header - Info 1 ‘ Line - Info 1 | y
, i

Unit  UMSYS Invaice  NEXT Pretax Amt 000 usp ~ ® ¢

3

Status | NEW Q Invoice Date |12/13/2018 =] Cycle ID | DAILY -3 ;

=T = ™ E

fype [COP Q Source Q Frequency | Once - §

Customer | 0000021830 Q| wyiewActwity  SubCustt SubCust? 5

NOWA CTR INC ?

*Invoice Form | STANDARD Q From Date i) To Date = H

H

hccounting Date & Pay Terms N30 a Pay Method | Check v B ;

4

Remit To | 10801 Q Bank Account |CAL aQ Final Invaice: D }

Sales |pa a Bill Inquiry Phone a i

Credit [nya Q Collestor [a a {

3

3

Billing Specialist [GASRECT Q Billing Authority a S

i

H

Goto: Header Info 2 Address Copy Address LJ
Notes Exprass Entry Attachments - I
age Series Mgl S

. Prev Next i H

Summany Bill Sz=rch Line S=2rch Navigation | Hesder - Info 1 1~ i
— 3

E'NMHMW | add | updatemisplay | -
o ]
e e I e e et et A e timbim e i g A

a. Accept the default (current date) in the Invoice Date field.
b. Enter or select the bill Type for your operation.

Bill Type is used to default several fields on the Header - Info 1 tab. Unless your department does a lot of invoices, use the standard bill
type for your campus: COLUM - COP, HELTH - HTH, HOSPT - HOS, KCITY - KCL, ROLLA - ROL, STLOU - STL, UMSYS - COP, UOEXT - COP. Work
with your campus accounting office if you need a specific bill type.

c. Enter or select the desired information for the Customer field.

If the customer has not been created, a Customer Request Form will need to be submitted and a customer number assigned before
proceeding. (See the "Create a New Customer or Update an Existing Customer" topic for instructions.)

Do not use customers that start with 8899XXXXXX or RETXXXXXXXX. These customers are only to be used by Campus Grants Offices and
Retirement/Payroll.
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d. For some departments, the Billing Specialist field will default in when you select your Type. Other departments must populate the Billing
Specialist field by using the lookup feature and selecting it.

Look Up Billing Specialist

UOFMO | CASCMED | ASC Media Rental@573-882-2801

UOFMO | CASR T |Assessment Resource Center@5T3-BE2-4654
UOFMO | CAUTISI ism Center @ (573)882-3561
UOFMO | CBIOGECC EQCHEM |SOTOPE SVC @ 573-882-2040

UOFMO | CBIOSCI Biclogical Sciences@ET3-B82-0122

T LN S S il e

e. The Sales field defaults as "N/A" (unless it is associated to the Billing Specialist), but it can be used for tracking purposes. Contact the
accounting office about setting up a person's name in the system to select for this field. It will not print on the invoice.
f.  After the Billing Specialist is entered, several other fields are automatically populated and others are blank.
Do not change or fill in these fields.
g. Click the Next link in the Page Series box (lower right corner of page).
3. The Address Info tab opens.

Header - Info 1 | Addressinfo  Line-lnfo 1

. j
Unit  COLUM Bill To 0000021630 Amt 0.00 USD 3
frvoice NEXT NOVA CTR ING jz
Attention To 19 Contact Name | Billing i?

“Location 1Q Humber of Copies 1 J’

Email Address E]

Country USA  United States {

Address 1 Accounts Payable 3

Address 2 1

City Kansas City 3

Gounty Postal g4432.2513 3

Sute o Messour 3

Gotor Header Info 2 Address Copy Address. 1

Nates Express Entry Amachments i

Page Series }

2

Summary Bl Search Line Search Navigation = Address info Prev Next J

i Notty | Refrash Add || UpcawDispiay s!
Headgrolofo 1 Adgresslofo L Lpe Jolod e e i it - 2

a. Verify that the address is correct.
b. If the address is not correct, use the lookup feature for the Location field to select another location.
c. Ifthereis a contact name set up for this customer, you can enter it or select it using the lookup feature for the Attention To field.
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d. Click the Page Series Next link.
4. The Header - Note tab opens.

Q | 4 4 tetre b M| vewa

Standard Note Flag subon | Q) ()=
1 Internal Only Flag Nots Typs E]

254 characters remaining

Goto Header Info 2 Address. Copy Address
Notes Express Entry Anachments.

Summary Bl Search Line Search

e | e

P

Header notes appear at the top of the invoice and should provide information that pertains to the entire bill.
a. Select the Standard Note Flag option to add a standard note. (You can also add manual and internal notes.)

Bill Header Notes %

Standard Note Flag
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b. Click the Std Note lookup feature and click the link of the desired note in the Look Up Std Note dialog window that appears.

C.

Look Up Std Note

QUESTIONS Questions

REG. FEE registration fee

RET RET CK #

RET CK GEN RETURN CHECK

RETCK1 RETURN CHECK RESIDENTIAL LIFE
SAD ID# STUDENT AFFAIRS/DISABILITY ID#
SEMICHEM SEMICHEM

SODEXHD SODEXHD MGMT SERVICES
STOWERS STOWERS INSTTITUTE

TEAR SHEET COMMUNNERSITY AD TEAR SHEET

TECH SERV Services Biling
THANK YOU Thank You Note

The selected note appears in the Note Text field.

Standard Hote Flag 5td Note |THAMKYOU Q
|:| Internal Only Flag Note Type |STANDARD Q
Note Tasxb Standard Note Type H
-
ank you for using our services ?
222 characters remaining

d. Click the Page Series Next link.

Header notes typically include thank you for purchase notes, announcements of sales, return policies, holiday greetings, and other such general

information. (The other place you may make notes is on the bill lines. Line notes apply to only one item.)

When entering notes on the Header - Notes tab, it is important to remember that these notes will appear only if selected on an invoice. If you need to set
up a standard note to select when you do an invoice, please refer to the "Set Up Standard Notes" topic in the System Set Up lesson.
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The three types of header notes are the following:
1) Standard: These notes are already set up in the system for you to select. Click the Standard Note Flag check box to select it and select the standard note.

2) Manual: These are notes that are entered manually. Type the note in the Note Text field.
3) Internal: These notes will not print on the invoice. Click the Internal Only Flag check box to select it and use the lookup feature to select a note or type a

note in the Note Text field.

5. The Header - Service Info tab opens.

== = T

Header - nfo 1 Header - ServiceInfo || Line - knfo 1 4

" F

Unit  UNSYS Bill To 0000021630 Pretax Amt 0.00 USD ;

3

Invoice  NEXT HOVA CTRING ]
o {

3

Contract Q ’)

3

Contract Date 3] 4

1

Contract Type i

4

Service Customer LY

Service Address Num H

3
Gat: Header o 2 Address Copy Address )’?
Hotes. Express Ent Attachments 3
" Page Series S

Navigation | Heager - Sarvice nfo ~] Prev. Med {
Surmary B Search Line Search & > }
G | e pe—
3

Header - info 1 Header - Service Info Ling -Info 1

D I i Y i e B i LY i e L P l"-u—""\uw-—-\_.J

a. |If the customer provided a purchase order number, enter it in the PO field.

b. Do not use the other fields.
c. Click the Page Series Next link.

Copyright ©2025 University of Missouri Division of IT, PeopleSoft Finance Support: ftss@umsystem.edu
Date modified: 12/12/2024 Page 30 of 113 Updates: techwriters@umsystem.edu



PeopleSoft Financials: Accounts Receivable and Billing — End User

Training and Reference Guide

6. The Line - Info 1 tab opens.

Gross Extended

Less Discount

Plus

Surcharge
Net Extended
VAT Amount
Tax Amount
Mot Plus Tax
Goto: Lineinfo 2
Notes Express Entry
Sismmary B Search
B (o (e
Header - nfo 1 ine - Info 1
L=ts

Header - Info 1 | Line - Info 1
Unit  UMSYS Bill To
Invoice HEXT
Bill Ling:
Seq 1
Table Q
Quantity
Unit of Measure Q
Unit Price

000021630
HOVA CTR NG

Line

Identifier

0.00

0.0a

0.00
0.00

0.00
0.00
0.00

0.00

Ling Ssarch

Pretax Amt 0.00 UsD FJ z
®® max [ 2|® B ]
Raws i’

a 1011 0 | Viewar §

+ = i

MNet Extended  0.00 §

-1

a Description ]

3

1

From Date | J}
To Date: =] 1;

: 1
Line Type |REV a| B accumutate E
Tax Code A [ raxexempt i
Exempt Cert a ,)
3

2

!

j

4

1

7

}

i

H

4

" g

Page Series |

Navigation | Line . o 1 l: Prev Next ‘?
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There are two ways to enter items for billing: manually enter items or define items ahead of time and select them from a stored table of items

called charge codes.

o Enter manually: To manually enter items for billing, enter data for the Description, Quantity, Unit of Measure, and Unit Price fields.
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o Select charge code: Use this method if you will be billing repetitively for goods and services, and you have created charge codes for your
items. (See the Create Charge Codes topic for instructions.)

Look Up Table

Select one of the following values:

D | Discount Table
I | PS/Biling Charge id

S | Surcharge Table

Click the Table lookup feature.

Click the PS/Billing Charge Id link.

As an option, you can enter or select the Charge ID for your operation for the Identifier field. Mote: The identifier prints on the
invoice.

Click the Identifier lookup feature.

oo

Seq 1 LTTE

Table identifier | @ 3

d. Search by entering the first two or three characters of your Charge ID in the |dentifier field.

Look Up Identifier

SeuD UOFMD

Billing Currency
Mentifier | bagns win | 3 @
Description | besins wih | |

i
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e. When you locate the appropriate entry, click its link in the Identifier column.

ARC10301 11 MRT & - T/B-GROUP ADMIN-LEV 2 EA &3.81 C.KEH;

1

]
ARC10302 672003 | MAT 8-MANUAL INTERP-LEVEL 182 EA 4494 CKEI'E‘E
ARC11001 01/16/2003 | STAFF ASSESSMENT QUESTIONNAIRE | EA 95 CKD'&
7

b WWWP"—'WW"_‘

f.  The Description, Unit of Measure, and Unit Price default from the ldentifier field. (The description prints on the invoice and is a
required field.) Mote: All defaults can be overridden by typing over them.
Enter the desired quantity into the Qty field.

o WETES U

Taie (D Q| Identifier | ARC10302 a| Description MRTB-HAMJALM‘EHF-LEVEIJ&Q] {
b
Quantity l :: , From Date | | \;3}
Unit of Measure To Date | ‘ gl
unit Price [ aga] tneTyee [mev Q| [ Accumulate %
Gross Extended |7uuu| Tax Code |70.| D Tax Exempt ;
O e Sy ———— N S A — e P N e
g. |If tax needs to be charged, refer to the next topic, Calculate Taxes, for instructions.
h. To add more lines, click the plus sign button in the upper right corner of the Bill Line section.
g 10f1 | View Al
3 |
i. Click the Page Series Next link.
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7. The Revenue Distribution tab opens.

Header.ifo1 || Lie.kfa! | Revenus Distribution é
3
Uit UMSYS BETe  M00D0ZIE30 Pretax Amt 67410 VSO @ ;
Invoice  NEXT NOVA CTRBIC = @ Max Rows x| B3 E
3
Bill Line Q 1ol I
3
Seq 1 Line Net Extended 67410 g
Wentifier  ARC10302 Description AT ALANUAL NTERPLEVEL 182 i
BiCreates GL Acct Entres {
Bill Line Distribution - Revenue J}
5 Q ot [ |
3
" 1
PC

Code Account Fund Dept Program Class Business  Project Activity Source -:E
Uit Type E
+ - CHOBB43000 O am000 Q o410 Q. |C1E20011 Q| 0 Q| acold Q Q| s Q Q q ?
i
< >
1
Percent 100.00 Amaunt E7410 Gross Extended 7410 5
4
Goto: Lnemio2 T Accountng DscounySarenarge i
Mot Express Entry i
Page Series l
Summary Bl Search Line Saarch Mavigation | Acctg - Rav Distriestion 3 P Mt b |
3
§
E Wotity || Refresh ”
Hesder-hfa 1 | Live-hfol | Fevenue Distribet {

e I I T i e e L i S P

The required fields may already be populated if the revenue distribution code is tied to the Charge ID for the item.
o If the fields are not already populated, use the lookup feature for the Code field to search for the revenue distribution code or type in the
ChartField strings.
To split revenue in multiple ChartFields, use the plus sign button to the left of the ChartField string.
o Scroll to the right as needed and use the arrows to navigate to the other billing lines, if there is more than one.
Click the Page Series Next link.
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8. The Line - Note tab opens.

Header - Info 1 Line -info 1 Line - Note

nit  UMSYS Bill To 0000021630 Pretax Amt 67410 USD
Invoice  MEXT HOVA CTRNC & Max F Il

Bill Line Q

d 67410

Identifier  ARC10302 D¢ sn MAT 8-MANUAL NTERP-LEVEL

182

Bill Line Note Q 1011

[ standard note Fisg Standard Note Code q | -

254 characters remaining

Goto:
Noles

Page Series

avigation | |ing - Note o

Save Notify Refresh Add Update/Display

This tab allows you to enter a standard or manual note that will show on the invoice underneath a billing item or an internal note regarding the line
that will not print on the invoice. (The instructions for entering line notes are the same as for entering header notes.)

The three types of line notes are as follows:

1) Standard: These notes are already set up in the system for you to select. Click the Standard Note Flag check box to select it and select the
standard note.

2) Manual: These are notes that are entered manually. Type the note in the Note Text field.

3) Internal: These notes will not print on the invoice. Click the Internal Only Flag check box to select it and use the lookup feature to select a note
or type a note in the Note Text field.

Note: Make sure you are on the line that you want to make a note for! Up to three notes can be created for each line on the invoice by inserting
lines on the inside scroll bar.

If there is a scroll bar on the right side of the page, you may need to scroll down to see other lines of the invoice (if there are multiple invoice
lines).
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9. Click the Page Series Next link.

10. All of the pages in the series are now complete and you are returned to the first page in the series.

11. Click the Status lookup feature and select the Ready to Invoice link in the dialog window that appears.

— r=|
.
Uit UMSYS Invoice  NEXT Pretax Amt ere0 uso - @
Status | pEw a Invoice Date | 12132018 = Cycle D [pany Q
Type [oop a Soures | a *Frequency | Once L
Customer 0000021630 Q] wuewacwey  SubCusti SubCustz
NOVA TR HC e — S,
Invoice Form | STANDARD a From Date | =) ToDate | =
Accounting Date = Pay Terma (W30 a Pay Method | check &
Remit To | 10601 aQ Bank Account |CAL a et . D
Sales WA a Bill Inquiry Phone a
Credit [ua al Collector [ Q
Biling Specialist |CASRESCT Q| Biling Authority | qQ
@573.552.450
Goto- Header nfo 2 Address Copy Address
Noles Express Entry Atachments Series }
[romm— Frev
Summary B Search Line Search Wavigution' | Heeder - hia 1 . e i
[(sme] wouy || petesn | | haa | Lmlg

Look Up Status

Select one of the following values:

CAN | Canceled

FNL | Finalized Bil
Hold Bill
Inveiced Bil

New Bil

Pending Approval
Ready to Inveoice

Note: Doing this will initiate some edit checks, and it will let you know what, if anything, needs to be fixed.

12. Click the Save button to save the invoice.
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13. Aninvoice number is assigned automatically. You may want to write down the invoice number to refer to it later.

| _ }
Header - Info 1 H Ling - Info 1 | j
Unit UMSYS Invoicem ;
END OF PROCEDURE.
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