Chapter

Billing Module

The Financial Accounting System Billing Module gives you the ability to create custom invoices for
services, inventory, and cyclical billing. When you use the System to generate and print invoices,
the dollar amounts are automatically posted to the General Ledger Chart of Accounts. Using the
Inventory Billing section uses the invoice as a connection in the paper trail between inventory and
accounts receivable.

A special forms generator allows you to print the invoice form as you print the data on a laser
printer. You do not need special invoice forms with the System.
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Financial Accounting System

Standard Billing Screen

Choose Modules — Billing Module — Standard Billing to open the Standard Billing Screen.
The System brings the last customer invoice you had open to the screen.

i Standard Billing Screen - Cycle CO8 MNOS

Imvoice Mo |048075 Date |H1i24/2008
Customer 38020 |- Climax Scolts Community School Attn |Lou
Bus . Off Mzg |Bus driver training
Stnnt. M=g. |Bus driver training Total Fa5.00
SeguUence 1 Unit Dezc |Ind. Train ASM Mumber (02269
Oroder Date (1172452008 Cantity 7.0a OTHER - REMC
Circler # Amount F575.00 Prirted ]
Pricefnit $125.0000 Budget %r |M
Memo Bus driver training - Bok, Shiela, Jim, Scott, Roger, Jamie, Don -
w
Bill # Seq Request Date ASM # Gty Shipped  Amount L
048075 11152402005 02269 7.oo a75.00
-

Standard Billing Screen

Instructional documentation to complete the following processes related to the Standard
Billing Screen can be found on the following pages:

e Standard Billing: Invoice Creation 6-7
e Standard Billing: Toolbar Options 6-9

Standard Billing Screen Operations

Convert REMC Invoices Changes invoices generated by REMC into standard billing
invoices.

Revised May 2009. 6-2



Billing Module

Standard Billing Screen Reports

Generate One Invoice Prints the invoice currently displayed onscreen.

Generate All Invoices Prints all invoices not previously printed.

Customer Detail List Prints invoice details from a specified time period by customer.

Customer Summary List Prints invoice summaries from a specified time period by
customer.
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Financial Accounting System

Site Based Billing Screen

Choose Modules — Billing Module — Site Based Billing to open the Site Based Billing
Screen. The System brings the last customer invoice you had open to the screen.

i|Site Base Billing Screen - Cycle COB HNOA

Invoice Mo (048079 Date  |0BM 552009
Customer 0040 |- CONERT PUBLIC SCHS Attn | Lisa
Bus . Off Mzg.
Stmnt. Mag. |Office Supplies - Forms Tatal F30.00
Sequence 1 Unit Desc  |(box ASN Mumber (02273
Qroder Date  |0602/2009 Gyantity 1.00 TECH SERY
Oroler # Amaunt F30.00 Printed !
Pricenit F30.00000 Budget %r |C
Memo Accounts Payable Check Stock s
w
Bill # Seq Request Date ASH # Gy, Shipped  Amount L
048079 106022009 (02273 1.00 30.00
R

Site Based Billing Screen

This screen is to be used in-house as an electronic request for billing rather than using a paper
request form. Once the request is approved, an operation will be run to transfer this request to the
Standard Billing Screen where reports and invoices can be printed.

Instructional documentation to complete the following processes related to the Site Based
Billing Screen can be found on the following pages:

e Site Based Billing: Invoice Request Creation 6-10
e Site Based Billing: Toolbar Options 6-12

Site Based Billing Screen Operations

Move Approved Items to the
Standard Billing Screen Changes approved invoice requests into standard billing
invoices.
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Billing Module

Inventory Billing Screen

Choose Modules — Billing Module — Inventory Billing to open the Inventory Billing Screen.
It displays all requests made from the inventory system after the inventory cutoff date.

i Inventory Billing Screen, - Cycle C08 MNOA

Invoice Mo jpagor? Date i
Saold Ta 39000 | 0300 H/RESA TECHMOLOGY SERNICES Toatal 7B
Ship To Freight
Meszage
1 Product Description | Transcrigt label (TLAB) [temn Type
Feq. Mo. 1185 Price it F0.005 Budget Year |C
Order Date  |11/2452003 nit Desc  |=heet YWarehouze |STYE
[ty Order 200 .00 [tem Freight Offzet
LIty Ship. 200.00 Ship Date  |11/24/2003 ASH Mumber |03580 | 08024 | |11
Back Order Arnount .76 ECQUIPMWEMT REPAIR - TS,
Memo .
L

Inventory Billing Screen

The Inventory Billing Screen receives its data from the Inventory Request Screen. The Requisition
screen then posts inventory items as expenses.

Inventory Billing Screen Operations

Assign Invoice by Customer & Section Groups invoices by customer number and section;
assigning one invoice to the customer number
and section.

Assign Invoice by Customer Section
& ASN Section Groups invoices by customer section and ASN
section, assigning one invoice to the customer
and ASN sections.
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Financial Accounting System

Inventory Billing Screen Reports

Generate One Invoice Prints the currently displayed invoice.

Generate All Invoices Prints all invoices accessible through this screen.

Invoice List Prints a list of all inventory invoices.

Unassigned Invoice List Prin';s a list of all items that have yet to be turned into an
invoice.
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Billing Module

Standard Billing: Invoice Creation

CREATION
e Module: Billing Module
e Screen: Standard Billing

a. Click New on the toolbar, the cursor jumps to the “Invoice No” field when you open the
screen.

b. Invoice No: Key the Invoice Number or press Enter if you elected to have system
generated numbers.

c. Date: Key the date you want printed on the invoice.

d. Customer: Key inthe customer number or press Enter to bring up a Customer
Browse Screen. By pressing the Find Name button located at the bottom left corner of
the screen and keying in the customer name or the first couple of characters you will be
taken to the area where the customer should appear. Select the customer or press the
Insert key on your keyboard to add a new customer if the customer does not exist.
Key in the identifying information and press save. (You will still need to go back and
complete the rest of the customer information at a later time).

e. Attention: Type the name of the person you would like the invoice to be mailed to at
the customer’s location and press Enter.

f. Bus. Off. Message: This field gives you space for a brief notation that will not print on
the invoice. This is meant for business office use. Press Enter when finished or to
bypass this field.

Stmnt. Msg.: Key a brief summary explaining the purpose of the invoice. Prints on
past due statements. Press Enter when finished or bypass this field.

Total: Auto-filled with the grand total of all items on the invoice request.

Sequence: Key the item number and press Enter.

Order Date: Key in the date of the order or service and press Enter.

Order Number: Key in the customer order number if desired or press Enter to bypass.
Price/Unit: Key in the item’s unit price and press Enter.

. Unit Desc: Key in a unit description, i.e. each, pair, dozen, etc. and press Enter.
Quantity: Key in the quantity and press Enter.

Amount: The System automatically calculates the dollar amount based on the price
per unit and number of units purchased. Press Enter.

Budget Yr: The budget year defaults to “C” for current year. Enter “N” if you wish
this invoice to be posted against the new fiscal year budget.

g. ASN Number: Key in a valid ASN Number against which this item is to be charged or

press Enter to get the browse list.

r. Memo: Key in the description of the item and TAB to leave the Memo section. This
description will print on the original invoice.

s 3T XTI @
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Repeat the above steps for additional items.
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Financial Accounting System

e Standard Billing Screen Reports:

Generate One Invoice — Prints the invoice currently displayed on the screen.
Generate All Invoices — Prints all invoices not previously printed.

Customer Detail List — Prints invoice details from a specified time period by customer.
Customer Summary List — Prints invoice summaries from a specified time period by
customer.

aoow

Note: Invoices you create are posted to accounts receivable only after you print them.
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Billing Module

Standard Billing: Toolbar Options
Mark (Delete) an Invoice or Invoice Item
Use this procedure to delete either an entire invoice or individual items from a specific invoice.

1. Choose Modules — Billing Module — Standard Billing to open the Standard Billing
Screen.

2. Use either the Browse or Find feature to open the invoice you want to work with.

3. Once you have the invoice you want displayed onscreen, you may delete an entire invoice
by simply clicking the Mark button on the toolbar. This displays the “Choose a Mark
Option” window. Click Mark/Unmark an Invoice for Deletion. Click OK to mark the
invoice for deletion. This invoice will no longer be displayed with active invoices.

4. To delete an invoice item, highlight the item in the scroll list at the bottom of the screen,
then click Mark on the toolbar. This displays the “Choose a Mark Option” window.
Click Mark/Unmark an Invoice Item for Deletion. Click OK to mark this item for deletion.
The marked item will no longer be displayed or print on the invoice.
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Financial Accounting System

Site Based Billing: Invoice Request Creation

CREATION
e Module: Billing Module
e Screen: Site Based Billing

a.

b.

s 3T XTI @
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Click New on the toolbar, the cursor jumps to the “Invoice No” field when you open the
screen.

Invoice No: Key the Invoice Number or press Enter if you elected to have system
generated numbers.

Date: Key the date you want printed on the invoice.

Customer: Key in the customer number or press Enter to bring up a Customer
Browse Screen. By pressing the Find Name button located at the bottom left corner of
the screen and keying in the customer name or the first couple of characters you will be
taken to the area where the customer should appear. Select the customer or press the
Insert key on your keyboard to add a new customer if the customer does not exist.
Key in the identifying information and press save. (You will still need to go back and
complete the rest of the customer information at a later time).

Attention: Type the name of the person you would like the invoice to be mailed to at
the customer’s location and press Enter.

Bus. Off. Message: This field gives you space for a brief notation that will not print on
the invoice. This is meant for business office use. Press Enter when finished or to
bypass this field.

Stmnt. Msg.: Key a brief summary explaining the purpose of the invoice. Prints on
past due statements. Press Enter when finished or bypass this field.

Total: Auto-filled with the grand total of all items on the invoice request.

Sequence: Key the item number and press Enter.

Order Date: Key in the date of the order or service and press Enter.

Order Number: Key in the customer order number if desired or press Enter to bypass.
Price/Unit: Key in the item’s unit price and press Enter.

. Unit Desc: Key in a unit description, i.e. each, pair, dozen, etc. and press Enter.

Quantity: Key in the quantity and press Enter.

Amount: The System automatically calculates the dollar amount based on the price
per unit and number of units purchased. Press Enter.

Budget Yr: The budget year defaults to “C” for current year. Enter “N” if you wish
this invoice to be posted against the new fiscal year budget.

ASN Number: Key in a valid ASN Number against which this item is to be charged or
press Enter to get the browse list.

Memo: Key in the description of the item and TAB to leave the Memo section. This
description will print on the original invoice.

Repeat the above steps for additional items.
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Billing Module

When the invoice request is complete and approved, a centralized accounts receivable employee
should run the following operation to Move Approved Items to the Standard Billing Screen.

OPERATION
e Module: Billing Module
e Screen: Site Based Billing
e Operation: Move Approved Items to the Standard Billing Screen

After the operation is run, the invoice will appear in the Standard Billing Screen where reports can
be run and paper invoices generated.

Note: Invoices you create are posted to accounts receivable only after you print them.
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Financial Accounting System

Site Based Billing: Toolbar Options
Mark (Delete) an Invoice Request or Invoice Request Item

Use this procedure to delete either an entire invoice request or individual items from a specific
invoice request.

1. Choose Modules — Billing Module — Site Based Billing to open the Site Based
Billing Screen.

2. Use either the Browse or Find feature to open the invoice you want to work with.

3. Once you have the invoice request you want displayed onscreen, you may delete an entire
invoice request by simply clicking the Mark button on the toolbar. This displays the
“Choose a Mark Option” window. Click Mark/Unmark an Invoice for Deletion. Click OK
to mark the invoice request for deletion. This invoice request will no longer be displayed
with active invoice requests.

4. To delete an invoice request item, highlight the item in the scroll list at the bottom of the
screen, then click Mark on the toolbar. This displays the “Choose a Mark Option” window.
Click Mark/Unmark an Invoice Item for Deletion. Click OK to mark this item for deletion.
The marked item will no longer be displayed or print on the invoice request.
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