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Business Process Document

PS FIN Grants Suite Inquiries and Reports: Review !

Existing Invoice

Procedure

Use the Review Existing Invoice Report to view an existing Invoice and its details.

Note: The invoice generated during these steps may not be the final invoice sent by
OSRA to the sponsor. In some cases, the invoice will be modified outside of the system
to meet sponsor specific requirements. Please contact OSRA to review the final invoice.

FIU

Personalize Content | Lavout

Menu

Search:

®
[+ Student Administration
- Employee Self-Service
I- Manager Self-Service
[+ Supplier Contracts
[- Customers
[ Products
[ Promotions
[- Customer Contracts
> Order Management
[+ Pricing Configuration
[ Customer Returns
[ items
- Cost Accounting
[ Vendors
[ Purchasing
[ Inventory
[+ eProcurement
[- Services Procurement
[+ Sourcing
[+ Engineering
> Manufacturing Definitions
[ Production Control
- Configuration Modeler
[ Product Configurations
[ Quality
[- Demand Planning
[> Inventory Policy Planning
I Supply Planning
[> Grants
> Program Management
[ Project Costing
> Proposal Management
[» Maintenance Management
[* Resource Management
[- Lease Administration
[- Staffing
[ Travel and Expenses
[ Travel Administration
[ Billing
[» Accounts Receivable
- Accounts Payable
[+ eSettlements

288

a
tHome | Workist | _AddtoFavories | Sionout
Help
d

Step

Action

Click the Billing link.
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!’@mﬂl‘@w PS FIN Grants Suite Inquiries and Reports: Review
Existing Invoice

Flu Home | Workist | _AddtoFavories | Sinout

[+ Interface Transactions

I> Manage Billing Billing Edit "Biling” Folder
Worksheet

& Maintain Bills Manage all aspects of the Biling product.

[> Generate Invoices Interface Transactions Manage Billing Worksheet Maintain Bills

I Locate Bills R correct, and apply pending interface Review and apprt nding billng activity C lls; define schedules, templates, and

from Contracts
Bu illing V!

> Review Billing Information
I> Review Processing
Results

[- Accounts Receivable

> Accounts Payable

[ eSettlements

[ Asset Management

- IT Asset Management

[ Banking

[ Cash Management

> Deal Management

[ Risk Management

[ Financial Gateway

[ VAT and Intrastat

[- Excise and Sales Tax/VAT
IND

[ Commitment Control

> General Ledger

[+ Allocations

(- Statutory Reports

- SCM Integrations

[ Set Up Financials/Supply
Chain

[ Enterprise Components

[- Government Resource
Directory

> Background Processes

[ Worklist

- Tree Manager

(> Reporting Tools

[- PeopleTools

(- Packaging

[ FIU Custom

— Tax Center

— Treasury Management
Center

— Treasury Processing Center

— Treasury Definitions Center | —

— Change Wy Password

| llv Personalization b

4 Grants consolidation; and assign status
PlExpress Biling

[ Standard Biling
Plinstaliment Bill Schedules

Generate Invoices Locate Bills Review Billing Information
Finalize bills, print documents and reports, and
apply biling activity.

ch for bills and billlines that match Review bil summaries, biling detal, and
pending tems or accounting entries.

Not Invoiced tallment Bil Schedule
B Lines Invoiced 9 M

Step | Action

2. Click the Generate Invoices link.

3. Click the Non-Consolidated link.

[ Hon-Consolidated

4. Click the Reprint Invoices link.

Feprint Invoices

5. Note: If this is the first time you are reprinting an invoice, click on the "Add a
New Value" tab. If you have previously created a Run Control stay on the
"Find an Existing Value" tab and type in the name of your Run Control ID from
the previous time
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PS FIN Grants Suite Inquiries and Reports: Review !E’@iﬂwﬂ
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rlu tHome | Workist | _AddtoFavories | Sianout

~ Hon-Consolidated A Hew Window | Help | B
— Print Pro Forma . .
S and Print Reprint Invoices

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

{ Find an Existing Value {__Add a New Value

— Reprint Invoices
— Pre-Load Process )
_ Losd Invoices 1o AR Run Control 10: begins with || |

— Create Accounting [ case Sensitive
Entries

— Request Budaet
Check Search | Clear |Elas\: Search Save Search Criteria

— Load Invoices to AP
[- Consolidated
> Process Credit Cards Find an Existing Value | Add a New Value
[ Accrue Unbilled Activity
> Reports
[ Reproduce Reports
[» Accumulated Balances
[ Utilities
[> Locate Bills
[» Review Billing Information
> Review Processing
Results
[+ Accounts Receivable
> Accounts Payable
[- eSettlements
> Asset Management
[+ IT Asset Management
(> Banking
[» Cash Management
(- Deal Management
(- Risk Management
[ Financial Gateway
[+ VAT and Intrastat
[- Excise and Sales Tax/\VAT |
IND
[- Commitment Control
[ General Ledger
[+ Allocations
(- Statutory Reports
> SCM Integrations
[+ Set Up Financials/Supply
Chain
r.

=

Step | Action

6. Click the Add a New Value tab.

7. Click in the Run Control ID field.

8. Enter a Run Control ID into the Run Control ID field. For Example enter
"Reprint_Invoice".

9. Note: The Run Control name cannot have any spaces, the "_" is used instead.

10. Click the Add button.

11. | Note: Verify that the Invoice ID radio button is selected.

Page 4 Last changed on: 8/12/2009 12:25 PM




!'LT- TeuSed

Business Process Document
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[> Locate Bills
[» Review Billing Information
> Review Processing

[- Accounts Receivable
> Accounts Payable

FIU

< Non-Consolidated ~ New Win

— Single Action Invoice |
Reprint Invoices Y Print Opticns

— Erint Pro Forma
Run Control ID: Reprint_Invoice

E and Print
Language: | English % @ specified O Recipient's

Selection Parameters

Home | Workist | _AddioFavortes | Signout

Help | Customize Page | i,

dow

Run |

Report Manacer Process Lonitor

S
— Reprint Invoices
— Pre-Load Process
— Load Invoices to AR

First [4] 1 011 [H Last

Find | View All

— Create Accounting SeqNor. ! =
Entrizs [include Attached Bils

— Request Budget

Check [Cinclude Open Items Only

- Load Imoices lo AR From Business Unit:

I Consolidated [@F1] @ Invoice ID

[> Process Credit Cards i To Business Unit: Q

I Accrue Unbilled Activity Osilcycle  OcustiD )

I Reports © Date Bill Added O Bill Type From Invoice: :|
[» Reproduce Reports (O Range ID O Bill Source To Invoice:

[» Accumulated Balances
[ Utilities

[ I8
L I8

ToDueDate: | |
To Invoice Date: l:l

From Due Date:

From Invoice Date:

Results

[- eSettlements

> Asset Management

[+ IT Asset Management
(> Banking

[» Cash Management

(- Deal Management

(- Risk Management

[- Financial Gateway

[+ VAT and Intrastat

& save | =] notify

Reprint Invoices | Print Options

[- Excise and Sales Tax/\VAT |

IND
[- Commitment Control
[ General Ledger
[+ Allocations
(- Statutory Reports
> SCM Integrations
[+ Set Up Financials/Supply

Chain
L o

Eraod| [ Updaterisplay

Step

Action

12.

Click in the From Business Unit field.

13.

Enter the desired information into the From Business Unit field. Enter
"FSRO1".

14.

Click in the To Business Unit field.

15.

Note: The Business Unit will auto-populate in the To Business Unit field.

16.

Click in the From Invoice field.

17.

Enter the desired information into the From Invoice field. Enter "SP-
00000704".

18.

Click in the To Invoice field.

19.

Note: The Business Unit will auto-populate in the To Business Unit field.

20.

Click the Save button.

21.

Click the Run button.

Last changed on: 8/12/2009 12:25 PM

Page 5




Business Process Document
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FIU e

I _Sign out
= Non-Consolidated ~ Mew Window | Help | Customize Page | 15,
— Single Action Invoice
— Print Pro Forma

_ Finalize and Print Process Scheduler Request

- A Currenc User ID: 1623091 Run Control ID: Reprint_Invoice

Amounts

— Reprint Invoices Server Name: RunDate:  |06/24/2008
— Pre-Load Process .
_ Load Invoices 1o AR Recurrence: Run Time: 4:22:55P M Resetto Current DateTime |

— Create Accounting Time Zone: |:|Q
Entries

— Request Budget

Process List

Check Select Description Process Name Process Type Distribution

— Load Ivoices ip AP Print Invoice wiSOR BIFJ10 PSJob Distribution
[> Consolidated

I Process Credit Cards Print Grants Invoice wSQR BIFJ20 PSJob Distribution

e Print SF1080/81 Invoice wiSOR BIPJ30 PSJob Distribution

> Reports

Oooooo

I Reproduce Reports Print Invoice wiCrystal BIPJ40 PSJob Distributien

[» Accumulated Balances

[» Utilities Print Invoice wiXML Publisher BIPJSO PSJab tribution
[> Locate Bills

[» Review Billing Information 0K Cancel

> Review Processing
Results

[+ Accounts Receivable

> Accounts Payable

[- eSettlements

> Asset Management

[+ IT Asset Management

(> Banking

[» Cash Management

(- Deal Management

(- Risk Management

[ Financial Gateway

[+ VAT and Intrastat

[- Excise and Sales Tax/VAT
IND

[- Commitment Control

[ General Ledger

[+ Allocations

(- Statutory Reports

> SCM Integrations

[+ Set Up Financials/Supply
Chain

r. =

Step | Action

22. Click the Server Name list.
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Existing Invoice

FIU

< Non-Consolidated ~
— Single Action Invoice |
— Erint Pro Forma
Finalize and Print
Invoices
— Convert Currency
Amounts
— Reprint Invoices
— Pre-Load Process
— Load Invoices to AR
— Create Accounting
Entries
— Request Budget
Check
— Load Invoices to AP
[- Consolidated
[- Process Credit Cards
> Accrue Unbilled Activity
> Reports
[ Reproduce Reports
[» Accumulated Balances
[ Utilities
[> Locate Bills
[» Review Billing Information
> Review Processing
Results
[+ Accounts Receivable
> Accounts Payable
[- eSettlements
> Asset Management
[+ IT Asset Management
(> Banking
[» Cash Management
(- Deal Management
(- Risk Management
[ Financial Gateway
[+ VAT and Intrastat
[- Excise and Sales Tax/VAT
IND
[- Commitment Control
[ General Ledger
[+ Allocations
(- Statutory Reports
> SCM Integrations
[+ Set Up Financials/Supply
Chain
r. =

Home Worklist Add to

Process Scheduler Request

User ID: 1633091 Run Control ID: Reprint_lnvaice
Server Name: Run Date: 06/24/2009

Resetto Current DateTime

Recurrence: Run Time:

4:22:55P1

Time Zone:
Process List

Select Description Process Name Process Type *Type Distribution
[0  Frintlovoice wSQR BIFJ10 P3lob stribution
B Print Grants Invoice w/SQR BIPJ20 PSJob stribution
O Print SF1080/81 Invoice ¥ BIPJ30 PSJob + | Distribution
B Erint Invoice wiCrvstal BIPJ40 PSJeb Distributien
O Erint Invoice w: Publisher BIPJ30 PSJob Distribution

OK Cancel

Step

Action

23.

[m=1Y

Click the PSUNX list item.
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Existing Invoice

W rentzseps

FIU

« Hon-Consolidated
— Single Action Invoice

i and Print

Convert Currency
Amounts
— Reprint Invoices
— Pre-Load Process
— Load ces 10 AR
— Create Accounting
Entries
— Request Budget
Check
— Load Invoices to AP
[- Consolidated
[- Process Credit Cards
> Accrue Unbilled Activity
> Reports
[ Reproduce Reports
[» Accumulated Balances
[ Utilities
[> Locate Bills
[» Review Billing Information
> Review Processing
Results
[+ Accounts Receivable
> Accounts Payable
[- eSettlements
> Asset Management
[+ IT Asset Management
(> Banking
[» Cash Management
(- Deal Management
(- Risk Management
[ Financial Gateway
[+ VAT and Intrastat
[- Excise and Sales Tax/VAT
IND
[- Commitment Control
[ General Ledger
[+ Allocations
(- Statutory Reports
> SCM Integrations
[+ Set Up Financials/Supply
Chain
r.

=

-~

Process Scheduler Request

| Sian out

Mew Window | Help | Customize Page | 15,

User ID: 1633091 Run Control ID: Reprint_lnvaice
PSUNX v 06/24/2008

Server Name:
Recurrence:
Time Zone: |:|Q
Process List

Select Description

Erint Invoice wiSQR

Print SF1080/81 Invoice w/SQR

Print Invoice wiCrvstal

(L Publisher

Oooooo

Erint Invoice w

OK Cancel

Run Date:

Fun Time:

Process Name

BIFJ10
BIPJ20
BIPJ30
BIPJ40
BIFJS0

Resetto Current DateTime |

4:22:55P1

“Format

Process Type “Type

Distribution

PSJab

PSJob Distribution
PSJob Distribution
PSJob Distribution
P3lob Distribution

Step | Action

24,

O

Click the Select option.

25.

Click the OK button.
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Existing Invoice

FIU

« Hon-Consolidated
— Single Action Invoice
— Print orma
i and Print

-~

0 AR
— Create Accounting
Entries
— Request Budget
Check
— Load Invoices to AP
[- Consolidated
[- Process Credit Cards
> Accrue Unbilled Activity
> Reports
[ Reproduce Reports
[» Accumulated Balances
[ Utilities
[> Locate Bills
[» Review Billing Information
> Review Processing
Results
[- Accounts Receivable
> Accounts Payable
[- eSettlements
> Asset Management
[+ IT Asset Management
(> Banking
[» Cash Management
(- Deal Management
(- Risk Management
[- Financial Gateway
[+ VAT and Intrastat
[- Excise and Sales Tax/VAT
IND
[- Commitment Control
[ General Ledger
[+ Allocations
(- Statutory Reports
> SCM Integrations
[+ Set Up Financials/Supply
Chain
r.

=

| Sianout

Mew Window | Help | Customize Page | 15,

Reprint Invoices Y Print Opticns

Run Control ID: Reprint_Invoice

English  «| @ Specified ) Recipient's

Selection Parameters

Language:

Seq Nor: 1 =E
[include Attached Bills
[Jinclude Open Items Only

From B Unit:

Oan @® Invoice ID rom Business dni

O Bill Cycle O CustiD To Business Unit: FSROT|Q

O Date Bill Added O Bill Type From Invoice: SP-00000704

O Range ID O Bill Source To Invoice: SP-00000704

From Due Date:

[ I8
L I8

ToDueDate: | |
To Invoice Date: l:l

From Invoice Date:

& save | =] notify

Reprint Invoices | Print Options

Eraod| [ Updaterisplay

Step | Action

26.

Click the Process Monitor link.
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Existing Invoice

W rentzseps

FIU

< Non-Consolidated ~
— Single Action Invoice
— Print Pro Forma

Process List {_Server List

Home | Workist | _AddioFavortes | Signout

Mew Window | Help | Customize Page | 15,

— Create Accounting Status: Status

— Fin: and Print
- rt Currency

User ID: \1633091 @, Type: Lasl: -1 _Da,s ~| Refresh
— Reprint Invoices
— Pre-Load Process Server: Vl Name: ‘ |Q \nalance:‘ ‘ to | |
— Load Invoices to AR Run v| Distribution ‘ .,.‘ Save On Refresh

[- Process Credit Cards
> Accrue Unbilled Activity
> Reports
[ Reproduce Reports
[» Accumulated Balances
[ Utilities
[> Locate Bills
[» Review Billing Information
> Review Processing
Results
[+ Accounts Receivable
> Accounts Payable
[- eSettlements
> Asset Management
[+ IT Asset Management
(> Banking
[» Cash Management
(- Deal Management
(- Risk Management

Go backto Reprint Invoices

B save Notify
E:):?r::rlsl‘glartae:;r:g Process List| Server List
[- Excise and Sales Tax/\VAT |
IND

[- Commitment Control

[ General Ledger

[+ Allocations

(- Statutory Reports

> SCM Integrations

[+ Set Up Financials/Supply
Chain

r.

=

Entries Cus - ¢ view Al 1 il irs as
— Request Budast Customize | Find | View All | & First [ 1-5nr5|E Last
Check Select Instance Seq. Process Type Process Name User Run DateTime Run Status Distribution Details

— Load Invoices 1o AP Status
[> Consolidated 2275894 PSJob BIPJ20 1633091 06/24/2009 4:27:44PM EDT Queued NIA Details

Step | Action

27. Click the Refresh button.

28. Click the Refresh button.

29.

Note: You may need to click the Refresh button multiple times until the Run
Status runs to 'Success' and the Distribution is posted.

30.

Note: Verify the Distribution Status is set to "Posted".

31. | Note: Verify the Run Status runs to "Success".

32. | Click the BIPJ20 link.

[BIPJ20]

Page 10
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Existing Invoice

+ Non-Consolidated ~
— Single Action Invoice
— Print Pro Forma

Process Detail

i Currency Process Name: BIPJ20
Amounts

— Reprint Invoices

— Pre-Load Process |

— Load Invoices to AR

Main Job Instance: 2275394

FIU -

w Window | Help | Customize Page | &}

— Create Accounting =
Entries =
— Request Budaet
Check
— Load Invoices to AP
[+ Consolidated
[- Process Credit Cards
> Accrue Unbilled Activity
[- Reports
> Reproduce Reports
[» Accumulated Balances
[ Utilities
[> Locate Bills
[ Review Billing Information
[» Review Processing
Results
[ Accounts
> Accounts Payable
[ eSettlements
[ Asset Management
> IT Asset Management
> Banking
> Cash Management
(> Deal Management
[> Risk Management
[> Financial Gateway
[ VAT and Intrastat
[ Excise and Sales Tax/VAT |
IND
[ Commitment Control
> General Ledger
[ Allocations
> Statutory Reports
> SCM Integrations
> Set Up Financials/Supply
Chain

75884 - BIPJ20 Success

22
=
=

Return

<

Add to Favorites | Sign out

Step | Action

33. Click the 2275896 - BIGIVCPN Success link.

[22752806 - BIGIVCPN Success]

Last changed on: 8/12/2009 12:25 PM
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FIU

| _workist | _Sign out
= Non-Consolidated ~ Mew Window | Help | Customize Page | 15,
— Single Action Invoice
— Print orma

Finalize and Print Process Detail

Instance: Type: SQR Report
HName: Description: Grants Print Partrait Invoices
Loa0In:pIoes 13 A AR Run Status:  Success Distribution Status: Posted
— Create Accounting
Entries
— Request Budget
Check Run Control ID: Reprint_lnvaice Hold Request
— Load Invoices to AP Location: Server Queue Request
1> Consolidated X . Cancel Request
I> Process Credit Cards Server: PSUN
1> Accrue Unbilled Activity Recurrence: Delete Request
[> Reports . Restart Request

[ Reproduce Reports
[» Accumulated Balances
[ Utilities
[> Locate Bills Request Created On: 08/24/2009 4:27:49PM EDT Paramesters Transfer
[» Review Billing Information

I Review Processing Run Anytime After:  06/24/2009 4:27:44PM EDT Message Log
Results Began Process At:  06/24/2009 4:28.117PM ECT Batch Timings
[+ Accounts Receivable
[> Accounts Payable Ended Process At 08/24/2009 4:28:31PM EDT View Log/Trace

[- eSettlements

> Asset Management

[+ IT Asset Management

(> Banking

[» Cash Management

[> Deal Management 0K Cancel

(- Risk Management QQ

[ Financial Gateway

[+ VAT and Intrastat

[- Excise and Sales Tax/VAT
IND

[- Commitment Control

[ General Ledger

[+ Allocations

(- Statutory Reports

> SCM Integrations

[+ Set Up Financials/Supply
Chain

r. =

Step | Action

34. | Click the View Log/Trace link.
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rlu Home | Workist | _AddtoFavories | Sianout

= Hon-Consolidated ~ Mew Window | Help | Customize Page | 15,
— Single Action Invoice

— Print Pro Forma .
- and Print View Log/Trace

ReportID: 2177855 Process Instance: 2275326 lessage Log

S
— Reprint Invoices Name: BIGIVCPN Process Type: SOR Report
— Pre-Load Process
— Load Invoices 1o AR
— Create Accounting
Entries
— Request Budget

Check Distribution Mode: uniznode Expiration Date: l:l

— Load Invoices to AP

[- Process Credit Cards fe st
IR T

Run Status:  Success

Grants Print Portrait Invoices

[ Accrue Unbilled Activity File Size (bytes) Datetime Created
[> Reports 1,692 06/24/2009 4:28:31.000000PK EDT

I Reproduce Reports 15,219 06/24/2009 4:28:31.000000PM EDT
I Accumulated Balances 124 06/24/2009 4:28:31.000000PM EDT
[> Utilities
[> Locate Bills Distribute To
E Eewew lIil\lu'bg Information Distribution 1D Type *Distribution 1D
eview Processing User 1633091

Results

[+ Accounts Receivable
> Accounts Payable
[- eSettlements
> Asset Management
[+ IT Asset Management
(> Banking
[» Cash Management
[ Deal Management Return
(- Risk Management
[ Financial Gateway
[+ VAT and Intrastat
[- Excise and Sales Tax/\VAT |

IND
[- Commitment Control
[ General Ledger
[+ Allocations
(- Statutory Reports
> SCM Integrations
[+ Set Up Financials/Supply

Chain
r.

=

Step | Action

35. | Click the PDF link.

36. Click the Maximize/Restore button.

37. | Note: The invoice generated during these steps may not be the final invoice
sent by OSRA to the sponsor. In some cases, the invoice will be modified
outside of the system to meet sponsor specific requirements. Please contact
OSRA to review the final invoice.

38. Click the Close button.

Last changed on: 8/12/2009 12:25 PM Page 13




Business Process Document
PS FIN Grants Suite Inquiries and Reports: Review !E’@iﬂwﬂ
Existing Invoice

rlu Home | Workist | _AddtoFavories | Sianout

= Non-Consolidated ~ Mew Window | Help | Customize Page | 15,
View Log/Trace
ReportID: 2177855 Process Instance: 2275896 llessage Log
Name: BIGIVCPN Process Type: SOR Report

— Pre-Load Process

— Load Invoices 1o AR

— Create Accounting
Entries

— Request Budget

Check Distribution Node: unixnode Expiration Date: l:l

— Load Invoices to AP

[- Process Credit Cards fe st

Run Status:  Success

Grants Print Portrait Invoices

I Accrue Unbilled Activity Name File Size (bytes) Datetime Created
[> Reports Gl 1,692 06/24/2009 4:28:31.000000PK EDT
[> Reproduce Reports 15,219 06/24/2009 4:28:31.000000PK EDT
I Accumulated Balances 75 124 06/24/2009 4:28:31.000000PM EDT
[ Utilities

[> Locate Bills Distribute To

E Eewew lIil\lu'bgImcurrnauor'l Distribution ID Type *Distribution ID

eview Processing e 1633091

Results
[+ Accounts Receivable
> Accounts Payable
[- eSettlements
> Asset Management
[+ IT Asset Management
(> Banking
[» Cash Management
[ Deal Management Return
(- Risk Management
[ Financial Gateway
[+ VAT and Intrastat
[- Excise and Sales Tax/VAT
IND
[- Commitment Control
[ General Ledger
[+ Allocations
(- Statutory Reports
> SCM Integrations
[+ Set Up Financials/Supply

Chain
L o

Step | Action

39. Click the Home link.
| Home|

40. | Congratulations. You successfully ran an inquiry for Review Existing Invoice
End of Procedure.
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