Web Invoicing



Accounts Recelvable Policy &
Procedure

Policy:

http://www.clemson.edu/cfo/businessmanual
[as0l1pol.html

Procedure:

http://www.clemson.edu/cfo/businessmanual
[as0l1proc.html

Remember—Departments must be approved to invoice.
Please familiarize yourself with the policy and
procedures before issuing an invoice.
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Learning Objectives

Get to the Web Invoice Form
Create a Customer Invoice
Submit an Invoice

Add or Update Customers
Print Invoices

Invoice Reports



PeopleSoft.

Fersonalize Content | Layout

Search:

[ My Favarites
[ Project Management
[ Accounts Payable
« CU_CUSTOM
[ CU Facilities Billing
[» CLEAR
[+ Accounts Fayahle
[ General Ledger
[ CU Restrictions
[ P-Card
[ Billing and Receivables
[ CU Projects

— CU Web Invoice -

Open the Form
A

Log into PeopleSoft and expand the CU_CUSTOM menu. Then Click on CU Web Invoice:




Search for an Existing Invoice

The default action of the Web Invoice
page Is to search for existing data. Click
the yellow search button to see a list of all
web Iinvoices associated with your user ID:

= CU_CUSTOM :
I CU Facilities Billing Invoice
I» CLEAR Enter any information you have and click Search. Leave fields blank for a list of all values.
[+ Accounts Payable
> General Ledger Find an Existing Value | |
[» CU Restrictions
[» P-Card : o
[ CU Projects
— CU'Web Invoice Iy
Search | Advanced Search
[» Commitment Control —l
[» Reporting Tools
[ Customers Find an Existing Value | Add a New Value
[ ltems




Create a New |nvoice

To add a new web invoice, click the "Add a
New Value” tab and click the yellow Add
button. There is no need to change the
sequence value; the application will do
that automatically.

- CLU_CUSTOM

[+ CL) Facilities Billing
[ CLEAR

[ Accounts Payable f ]
[ General Ledger
Egisristnctmns CU Web Invoice Seq: b
[+ Billing and Receivables
[ CL Projects Add

| — CU Web Invoice

[ Commitment Control
[ Reporting Tools Find an Existing Value | Add a Mew Value
[ Customers

Invoice




The web Invoice page:

Invoice Number ™EXT

Customer ID¥ || Q

*Location Code Q
Date Added |06/24/2008 [

Submit Invoice

Budget Pericd 2008YR

Billing Dept Q Invoice Status U
Dept Phone Gross Amt
Description

Invoice Distribution Cusztomize | Find | B First [«] 1 of 1 [¥] Last
Account Fund Code Department Program Code Class Field Project Amount

1 e [ la [ a [ a [ A a [ | @&

Bl savel  [ElNotity |14 Refresh | Ek4dd | [F Update/Display |

Expert Entry

Click the magnifying glass beside each field
to see a list of available values.



Customer ID

Look Up Customer ID

Search by: CustIDbegins with|54

Look Lp | Cancel | Advanced Lookup

Search Results

Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results.
Wiew All First E 1-100 of 300 [J Last

Cust ID Cust. Hame

5400 Sony Pictures
540006038 MATTHEW C WILSOM
540043533 LUMINITAH POJOGA
540045243 MARGARET A MORGAMN
540065794 JAIMIE E PICCIONE
5401 Army Mational Guard

5401 Army Mational Guard
EANAAN2720 SHAKIKNK & MaRRMITHAR]




Customer Advanced Lookup

Look Up Customer ID

Cust ID: begins with + |
Cust. Name: | hegins with 1w |SC

LookUp | Clear | | Cancel | BasicLookup

Search Results

Cnly the first 300 results can he displayved. Enter more information above and search again to reduce the numhber of search results.
First E 1-100 of 300 [J Last

3333 SC & Georgia Peach Councils

G642 SC Academy of Science

G642 SC Academy of Science

ar1s SC Alliance for Minarity Participation
9573 SC Alliance of Health Plans

4103 SC Angus Association




Customer Location

Once a customer ID Is selected, click the
lookup for the location code | imce @

Look Up Location Code

Search by: Address Sequence Number =|

Look Up | | Cancel | Advanced Lookup

Search Results

Wiew All First E| 1-5 of 5 |E| Last
Address Sequence Humber (Cust II]{:ust. Hamehddress Ling 1Address Ling 2 Address Line 4 |City lﬁ
1 4247  Iptay Collegiate Club 4933 University Station Otis Pickett Clemson SC
2 4247  Iptay Cperations IPTAY Office Mike Gilbert Clemson SC
3 4247  Iptay Cperations 1030 Jervey Athletic Center George Bennett Clemson SC
4 4247  Iptay PO Box 1529  (blank) Jim Davis Clemson SC
5 4247  Iptay IPTAY Building (blank) Sylvia Vaughn Clemson SC




Invoice Number W0105151204

Customer ID 4247 Q Iptay

Submit Invoice

+Location 33 Operations
Clemsaon
06/24/2008 [z
Date Added SC 29634 Budget Period Z2008YR
Billing Dept 4001 Q ‘IGEIE.D Je:ey At;letm Center Invoice Status U
li eorge Benne
Cept Phone 864/555-1212 Gross Amt

Description |1e5t add web invoice

Invoice Distribution Cu=t|1r|||"n-|F|nl:|| First 1 4 of 1 L= Last

Account Fund Code Department ngram Code Class Field Project Amount

11279 Q|21 Q. |4001 Q. [505 Q [zs57 @ [2100154 Q| [+ [=]

B savel  ([EdNotity | (2 Refresh | B add | [ Update/Display |

Expert Entry



Distributions

Invoice Distribution Customize | Find | g First [4] 1-2 of 2 [ Last
Account Fund Code Department Program Code Class Field Project Amount

14510 @ 12 Q@ [o201 Q@  |ooo Q157 Q@ [1200015 |Q 50.00 =

2/4510 @ |12 Q. |0114 Q, 000 Q, 157 Q. |12o00028 Q@ 50.00] =]

B save)] [EldNotifty |4 Refresh | EbAdd | |2 Update/Display |

[¥] F¥nart Fntru

Complete the Invoice Distribution Section by filling in complete
chartfield string and amount.

To add additional accounting lines, click on the plus sign
To delete lines entered in error, click the minus sign

Note: Expense accounts may not be used on web invoices



Final Invoice

When your invoice is complete, click on the submit invoice yellow
button. (You may also save an invoice to be submitted later.)
Once you have submitted the invoice, the fields become read only.

Add Mew Customer
Update Existing Customer

Invoice Number WS30717323481

Customer 1D ARAMARK
*Location Code Pio Drawer 423
CLEMSOM
Date Added SC 29633 Budget Periocd  2008YR

Billing Dvept Invoice Status =S
Dept Phorne Gross Amt 100.000

test

Drescription

=
Cu=stomize | Find | === First EI 1-2 of 2 El Last

Invoice Distriburtion
Project Aumowsnit

Account Fund Code Departmmemnt Program Code Class Field
000 157 1200015 50.000 =1

1 4510 12 0201
2 4510 12 o114 o0o 1657 1200029 50.000 =1

Elndd | [

= Save:l 2 Return ta Search:l += Hextin Li5t:| = Pravious in List:l E Hatify :I = Refresh :I

Expert Entry

You may print this page for your records.



View an Existing Invoice

Find an Existing Value Add a New Value

NVE30T173481

Invoice Number: begins with v|

Invoice Status: | = vl | Unfinished v|

CU Web Invoice Seq:| = v| |
Customer |0 begins with v|| Q
Date Added: = v | e

Search | | Clear | Basic Search [E) Save Search Criteria

Search Results

View All First [4]| 18 of8 [p| Last
Invaice Humber |Invoice Status |\Customer ID | Hame Grozs Invoice Amount |Date Added
FO125172448 Processed 12942 South Carolina Association for Monprofit 10000 25-APR-08
W0503158380 Processed 6929 SC Architectual Examiners Board 15000 20-MONV-07
WO721157472 Processed 4380 Iniv of South Carolina 2000 12-MOV-07
W1209169885 Processed 12860 Council of Economic Advisers 621121 28-MAR-08
WH307173490 LUnfinished 4103 SC Angus Association o 27-0CT-08
W53071723491 Unfinished 2033 ARAMARK 100 27-0CT-08
W5307173492 Submitted 2033 ARAMARK a 27-0CT-08
WEET73173494 Unfinished 2033 ARAMARK 100 27-0CT-08

Find an Existing Value | Add a Mew Value



Add/Update Customers

Invoice Humber W5307173485 Add Mew Customer
2033 o Evictinm O 1etnmar
*Customer D 2033 Q ARAMARK Update Existing Custamer
PO Drawer 429 Submit Invoice

*Location Code 1Q
CLEMSOM

" 10/29/2008 [= . R

Date Added 5 20633 Budget Period  2008YR
LDl 5307

Billing Drept Q Invoice Status =

Dept Phone |384/856-7313 Gross Amt

To add a customer to the customer data base use the Add New Customer Link.

To update an existing customer’s information, add an address, contact, etc. use
The Update Existing Customer link.



Customer Addition Form

Customer Addition Form

Customer Mame | |

Federal Tax ID: I:l (Mot Reguired)

Address Line 1

Address Line 2

|

|
Address Line 3 |
Address Line 4 |
|

|

|

City/Town 1

State

Country

mew [
T R
Fa ]

[ Check here if customer is a student.

Cotnments

Name of person | |
making reqguest

Email of person
making request

|@clemsun.edu |




Customer Update Form

Customer Update Form

Customer Mame | |

Peaple Soft Customer # I:I & Digits)

Address Line 1

Address Line 3

| |
Address Line 2 | |
| |
Address Line 4 | |

City/Town

State

Country

|
|

Zip Code [ ]
L 1]
L ]

Phone

Fax

Comments

ContactAttention
To:

MName |

Phone L 1

Mame of person malting request | |

Email of person making request |@c|emsun_edu |

Submit Il Reset



Reports

Invoices

Shortcut to Billing Invoice Errors
Shortcut to Billing Invoice Payments
Invoice Aging



Invoices
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The Invoice
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Business Systems Data
Warehouse Reports

https://busdwh.clemson.edu/

*Shortcut to Billing Invoice Errors
*Shortcut to Billing Invoice Payments
*Invoice Aging



Other Invoicing Reports

I Eggo jgra) gy _ru o HiArr v ce)

L CAFLS Crestal

684 Toray O B Bt B D S e, Nevermn AL Administrator 0
L CAFLS Crestal

T3 CAMP ¥ » | Shortcutto Billing Invoice Errors Mewer run ngnrt Administrator I
B CacEs Viewy Latest Instance | History | Properties

Fepart ID: FIN320 Displays a listing of Billing lnvaice Errgrs. Yiew used: DV DWW Bl ERRORS WA
I L Daily Repc ’ i g ? - - -

[ Monthly Re ; Shortcut to Billing Invoice Payiments for
O 1 Current Period

Crystal

Report Administratar 1]

BVl rur

LA COES
LA DAPS Report ID: FIN301 Displays a listing of Billing Invoice Paygfents for the current period. Yiew used:
Ao D DB IR OIS E_PAID WY
L AFAC ini i
; Shortcut to Billing Invoice Payiments for Cryvstal .
FEIN ] 1 Frior Period EVET FUR Report Adrmninistrator 0
i HEHD Feport ID: FIK301 Displays a listing of Billing mvoice Pawments for the Prior period. Yiew used:
+
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