Controller’s Office

UNIVERSITY OF MINNESOTA

Review Incomplete Bills

1. Navigate to Billing > Maintain Bills > Standard Billing

Enter Bill Status = “New”

Enter Bill Source = Cluster ID

Click Search

Repeat for Bill Status of “Hold Bill” and “Pending Approval”

=TT
[> Travel and Expenses Bill Entry
= Billing ) Enter any information you have and click Search. Leave fields blank for a list of all values.
[- Interface Transactions
> Manage Billing Worksheet
= Maintain Bills
— Express Billing

Business Unit: - & Um0 |

— Installment Bill ) —
Schedules Invoice: [ begins with ~ || (<X

~ Create Instaliment Bills Bill Type Identifier: | begins with |+ || e
— Recurring Bill Schedules
— Create Recurring Bills Bill Status: = v| | Mew Bill

— Create Consolidated . -
Header Bill Source: begins with v||202 |Q

Attach and Detach Bills Customer: [ begins with | ey
— Copy Single Bill
— Define Bill Copy Group Contract: | begins with |+ || |
— Define Copy Group s i i i [ =

Do Bills in Business Unit: [= |+ | [ i}
— Copy Bill Group Template Invoice Flag:| = v| | e
— Adjust Entire Bill L - - -
 Adiust Selected Bill Billing Specialist: begins with |+ || o

Lines it e f i
Bl Burmmary Billing Authority: | begins with || |Q
— Chanage Status of Bills [ case sensitive
— Correct Entry Tvpe
— Correct Staged Acctg

Errors
— Correct Budget Check

{ Find an Existing Value Y{_Add a New Value

Search | Clear | Basic Search Save Search Criteria

2. Select Invoice by clicking on Invoice link

Search Results

Invoice Type Bill Type ldentifier Bill Status Bill Source Customer Contrad

Business Unit Invoice

LipArd01 020000556 Regular 001 Mew Bill 202 5000166 (blank)
LIpArd01 2020000555 Reqgular 001 Mew Bill 202 5000001 (klank)
Lm0 2020000554 Rebill 001 Mew Bill 202 5005220 (klank)

3. Ifinvoice is no longer needed, change status to CAN, if invoice should be processed
change status to RDY,

[ Header info 1 LIRS S IAfEA |

Unitt UMD Inveie. 2020000556 Protax Ame: 100,00 USD

. M
staws: [EwW| o Invoice Date: | [ curr: usD £

Installment Bill Schedule

“Type: [CEERES - Sourca: [za2 Jex “Freauency: | Once ¥l Racuming Bl Schedule
“Customer: [S0007155 | sddress subcust1: | |
METRO TRAMSIT subcustz: | |
CycieiD: DALY J= “Invoice Form: [SRYSTAL |2 From Date: | |5 To Date: [ s
Pay Terms: [NET30 |< Pay Method: [oHK| = [@ Remit To:  |[WFBBK/<L Bank Account: [3850 |
Accounting | 5] Account: [110000 (=% AR Distribution
Date:
Sales: [DEFAULT |on Bill Inquiry Phone: |B12-826-2000 J=x
Crem: [zoz-01 (=% conect: [zoz-01 =8 Bimer: | =8 Binng Authornty: | =8
Goto: Headsrinfo2 Address CopyAddress  Dotes  Express Ente
Summary  Bill Search  Line Searen Navigation: | Header - info 1 || Prev rest

REWIn 1 Onlins Paymants
& save | JLReturn to Search | rl5] | _+E] Mextin List | =1 Hotity 7% Refresh | = aod | I

Header - Infa 1 | Line - Infa 1
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