Queen’s University Queens

PeopleSoft: Accounts Receivable
Creating Standard Bills
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Overview

An invoice will be required to be issued by Queen’s University to a customer when
goods/services are delivered. By issuing an invoice it improves transparency into the funds
that are owed to the University and improves the chance of collection of those funds as an
invoice is a legal document.

Understanding Invoice Status

READY INVOICED
NEW d “RDY” d “INV”
Status Purpose
New All invoices will have NEW status upon initial creation. Billing

Specialist will print copy of Pro Forma in NEW status to send
to approver (see Approval Process below).

Ready “RDY” Once the invoice has been reviewed and is ready to process,
Approver will manually set the status to “RDY” (ready to
invoice). See Changing Bill (Invoice) Status section for further
details.

Invoiced “INV” Once the invoice button has been clicked to move the invoice
from RDY to invoiced and the invoice did not encounter an
error, it will have “INV” status. This also means that it has
been loaded to Accounts Receivable.

Approval Process

Since the new Accounts Receivable (AR) module will automatically generate the journal entry
(post the AR and corresponding revenue to the general ledger) a new internal approval
process is recommended, much like the internal journal entry approval we have now. Entries

should be reviewed and approved by a knowledgeable approver. Evidence of approval should
be maintained.

e The staff member creates the invoice, saves the invoice in NEW status, and sends an
email to approver attaching a copy of the Pro Forma invoice for approval including any
supporting documentation

o Both internal and external documents can be attached to the invoices, so all
supporting documentation can be included and kept with the invoice itself

e The approver would review the invoice and supporting documentation:

o If approved, the approver would move the invoice from NEW to RDY then clicks
the invoice button to finalize invoice and send to customer. The approver would
then reply to staff member that the invoice is approved, and the staff member




goes into the system to download or print finalized invoice for their records (if
required).

o If not approved, the approver would reply to the staff member and identify
changes that need to be made. The staff member makes the changes and starts
the process again.

Please note that the process shown above is evolving and is subject to change as we ‘grow’
with the new AR module.

Adding a New Bill (Invoice) — Standard Billing

Open the NavBar and expand the Menu:

® D

NavBar £

©,

Recently Visited

<&

Favorites

Navigate to:

Menu > Billing > Maintain Bills > Standard Billing

Maintain Bills Standard Billing

Bill Entry

Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value Add a New Value

~ Search Criteria

Business Unit | =[¥] uUNY x Q@
Invoice | begins with[»] Q,

Bill Status | =
Customer | begins with[¥] Q

Contract | begins with[v]
Bills in Business Unit | =[¥] Q

Template Invoice Flag | =

[CICase Sensitive

| Search Clear Basic Search & Save Search Criteria




On the ‘Add a New Value’ tab enter preliminary details like Bill Type Identifier, Bill Source
(Online), and Customer. Invoice Date and Accounting Date are Optional. If left blank, system
date will be used.

Select Bill Type Identifier applicable to your department. If your department is not available
from the list, select QU (Queen’s University). For Research Accounting, select bill type
identifier ‘RA’.

Look Up Bill Type Identifier

SetlD SHARE
Bill Type Identifier | begins with[™] “

| Search Clear Cancel Basic Lookup

Search Results

View 100 16 of 6]

Bill Type Identifier Description

CT Canadian Cancer Trials Group
FG Facilities Management

FIN Financial Services

OPI Off Partnership & Innovation
Qu Queen's University

RA Research Accounting

Click the ‘Add’ button.
Page Shot

Bill Entry
Find an Exahng Value Add 3 Mew Value
Business Unit | OUNY QA

wiew | REXT

BSll Typs Meniifier QU O
Eall Sowrcs  OMLINE Q
Custamer  1C0000O00M =1
v oice Dabe

Accounting Date




‘Header — Info 1’ tab

Enter the required Bill (Invoice) Information such as Customer, Billing lines etc.
¢ Always change the Credit Analyst ‘Credit’ field — select your name using magnifying glass.

Header - Info 1

Unit QUMY

Sextuz | NEW

“Type QU

“CuRs e

1000 E

Lin - Iréfo 1

Invalce NEXT

Faretrics Inc.

"rrvaies Form

Asoounting Date

Remit Ta | B3

*P_PRIGEN

Za fa Haader inlo ?
Picdir Expros E niry

Surmimany Bl Semcih

Save

vty

Protas Amd

rrvoice Db
Zource  OHLINE
e Detivity SuhCusti
From Dails
Pay Terms HNETX
Bank Account | CMNEF
Bl squiry Phone | T03-552-TO0O0
Collacics | 10
Bélng Awthority | 100
Clusan's L
A gy Adidrn

Mlavipation

ool CAD
(&2 Cyole ID  mara a
q Frequency  Once ] n
SubCust
= To Duste o
=] Pay Method Check L
Q
[+ 1
[+
L=}
Page Serios
Hi=adsr - Info 1 o e i
Add Ulpdbyte Dis piay




Other Fields:

Leave blank or keep default values

Field Purpose

Invoice Default value is NEXT (system-assigned ID)

Status Status at creation is NEW (default).
Once you are ready to process the bill (invoice), manually set it to
RDY. Refer to the Changing Bill (Invoice) Status section for further
details.
The Load to Accounts Receivable process happens when the
invoice is moved from RDY to INV.

Type Bill type identifier, will determine the default value of other
fields such as Remit To, Billing Specialist, etc.

Customer Select the customer ID that you are creating the bill (invoice)

for

Invoice Date and
Accounting Date

Select the invoice date that you want to appear on the bill. If the
fields are left blank, the dates will be populated by the system
date.

If the invoice is associated with a VAT billing business unit, the
system uses the invoice date as the effective date when
processing VAT defaults

If the accounting date is blank and the invoice date is
populated, then the check for transactions in closed
accounting period will be done on the invoice date.

icon

= Calculate Taxes

Click the Calculate Taxes icon to display the Bill Summary Info page
with the tax information. Refer to Calculating Taxes section for
further details.

Frequency

The default is ‘Once’. To define a bill as a recurring bill template,
select Recurring. To define a bill as an installment bill template,
select Installment (installment).

~ Installment Bill
Schedule icon

Click to access the Installment Bill Schedule page

= Recurring Bill
Schedule icon

Click to access the Recurring Bill Schedule page

Invoice Form

Default value is XP_PS/GEN

From Date and To
Date

Indicate the date range of billing activity that the corresponding
invoice covers. Please note this does not appear on the invoice. Itis
for reference purposes only.

Pay Terms

Enter payment terms

Pay Method

Displays the payment method. The system searches the customer
record for a default payment method. If it does not find a value, the
system does not populate this field




Remit To and Bank
Account

Displays a list of financial institutions that are associated with the
payment. This will default from the Bill Source.

Sales (salesperson),
Credit (credit
analyst) and Collect
(collector)

The system populates these fields with default values from the
customer table. Only one value is defined for Salesperson and
Collector. The Credit Analyst (Credit) is the only field that is
required to be changed.

Update the Credit Analyst field to reflect the user that will be
responsible for invoice processing and collection. The named
entered here will be displayed on the customer invoice as the
person to contact for bill inquiries.

Billing Specialist &
Billing Authority

The system populates these values from the Bill Type. Only one
value is defined for each Billing Specialist and Billing Authority

Optional Additional Bill (Invoice) Details — including changing currency
‘Header — Info 1’ tab links

To change the currency that you wish to bill — select the Header Info 2 link

Higadgr - v 1 L - Ini 1

Umit UM Bill Ta 1000000018 Pradax Al 200000 CAD
Ivwoice  QHICOD00024 Karedrics Inc
Paid Reference
Paid Beant 0on Emiry Typa =}
Fand Balance [alu ] Entry Reason (=)
Lastes of Credie ID
Letter of Credit Decunsent ID Hold Until Date 2021008011
Acorus Unbilled
Curmrency Information
Exchangs Rate
Billing Currensy AN

Bate Type CRRANT O Source Tables et

Base Currency (CAD Rate

ngl:

Save | Return to Search

Previous in List

Page Sories

Navigation | Header - Info ? |

Maxt in List Hotity Refresh Add Update/Display




Other Fields:

Leave blank or keep default values

Field Description
Change Bill Click the Change Bill Currency button to access the Change
Currency Bill Currency page, where you can change the currency type.

Select the appropriate currency for the Bill

Exchange Rate

Accounting transactions are prepared in the base currency (the
primary reporting currency of the PeopleSoft General Ledger
business unit); for Queen’s this is CAD. Consequently, each bill
needs a currency exchange rate that the system uses to
convert bill currency to base currency. The currency code for
the base currency appears beneath the rate type. The exchange
rate converts amounts in the bill currency to an equivalent
amount in base currency.

Rate Type

Displays the assigned rate type of the bill-to customer. You can
select a different rate type if required. Table will provide pre-
assigned rates that are updated by Financial Services where
User allows you to enter a rate for other currencies.

Base Currency

Base Currency for Queen’s in CAD. This is from the GL Business
Unit

Source Used to assign the exchange rates from market rate tables.
Alternatively, you can provide an exchange rate. To provide a rate,
select User from the drop down. When you select User, the Rate
Type field is available. Enter a revised exchange rate for the bill.

= Click the Exchange Rate Detail button to access the Exchange Rate

Detail page, where you can review detailed information about the
rate




Select contact and address location

Heaer - Info 1 Lime - Info 1

init QNG Bill To 1000000016 Protax A 200000 CAD
wolce  HEXT Hinatrics Ing
Ariention T 14, tact Name  Steven X
L I 18 Humt I Copie 1
Langusge Code  ENG fnvoics Media | Emasl invoice as Afiszhment 5]

Email Address  APiGnecincs com
iy CAM Conada

Address 1 pgy kD100 Recewing

ASSrENS 2 pon king Ave, Unil 2

]
Prowvince N
G by
Save Modity Refdresh
Other Fields:

Page Seies

Navigstion | Afdress Inds

£

Hdd ke THsgley

Leave blank or keep default values

Field

Purpose

Attention To

The system populates this field, as well the primary bill-to contact,
the primary bill-to location, and Location with default values.
Override these values, if necessary.

Email Address

Displays the email address of the invoice contact. The system sends
the email to this address when you select one of the Email options
as the Invoice Media setting

Invoice Media

Select Print Copy if the invoice is to be printed or Email Invoice as
Attachment if the invoice is to be emailed with the invoice and the
supporting documents attached. This field should default depending
on whether a contact with an email address has been linked to the
customer.
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Adding Header Notes

Use this page to create or attach general header notes to bills. Header notes apply to the
entire bill. Examples of header notes include the company contact name (attention to), the
Principal Investigator (Pl) Name, details of the contract, announcements of sales, changes in
personnel, changes in price lists, or other general information.

Unit QLN Bl Te  1000000ME Pretas Ame 200000 CAD

L $anda Flag St Mota -
5 chamacinre mmaning
- —— } Fage Serisy
HEwgatioh  Haadar - Noie w|
Sk | | Moty Redreih Add Updansi Displsy
Other Fields:
Leave blank or keep default values
Field Purpose
Bill Header Notes Queen’s has not defined any pre-defined notes.
Enter notes in the Note Text field. The text will appear on the
invoice.
Internal Flag Only Select if you do not want the note to appear on the actual invoice
+/- Add or Delete header notes
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Adding/Including Attachments

Facer - iz 1 Lre . s
LN w  NEX B o G
i L5 s B L1 q
Typs 0L a srga  CINLINE o] Freguerey  i((ece - F
B L ad | hap T (u] »
Wi 4.
meoecs Form 6P _PSOGEN 1 = = = Doosm =
vj ke T MNETHD Q MeSed | Dheck -
. Ean o £ R aQ
1 a - i a
el | WD a . 5 =1
Biteg b= L -1 g L = Q
Gz Chapers's 1
@ Fege Sorie
St Eguter - Il 1 R
e | ol Badresh Al e e ]

Marian B Sardaid BEng

T S

Business Unin UMDY nveics  CILDCOO0N0E

Irvaice Documents

® q 11 ol 1
Documaents: Additional info 113
Decument Description Agtached File Imtrrial Cinly Upload Wiew
Test Amachment = THIS_IS_A_TEST decx 2 Uplead View 4 -

S Rturn to Search ety

Other Fields:
Leave blank or keep default values
Field Purpose
Upload Click to browse for and add an attachment
View After you upload an attachment, click the View button to view it
Attached File After you upload an attachment, its name appears here

Close the page (x out) once you are finished uploading the documents.
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‘Line — Info 1’ tab

Entering Charge Lines

Unil UMD
meice  MEXT
Bill Lime

Bl To 1000000006 Pretax Amd 200000 Cab

Finedncs e 5 K Max an B E
(2=

+ -
Sa0g Ling Met Extended 2 000,00
Tabde I Q Idemitifier  LEASE Q I Descriplion  Mahily Lsass I
Uit of Measure EA CI, o Dale -"-
Linit Price 2 3000000 Ling Type REY Q B Accummiate
Groas Exiended Z.000.00 Tax Code a [ Tax Exempt
i i oo Exsmnpt Cart ﬁ,
Nat Plus Tax 2000.00
o b :
i — = I:'j,..u- Serkes
Save Hotidy Rifrash Add Uipchane Dangsliny
Other Fields:
Leave blank or keep default values
Field Purpose
Table Optional: Select the table where the bill charge is coming from. Very
few have been setup for Queen’s
D: Discount Table — creates a credit line
ID: PS/Billing Charge Id — creates a charge
S: Surcharge Table — create a surcharge
Identifier Optional: Select the type of charge based on Table
Description Enter any description that you would like to see in the bill

(invoice)

13




Quantity, UOM, Unit
Price and Gross
Extended

Enter line-specific values. You must enter or verify these for
each bill line. The system automatically computes the gross
extended amount when you enter a unit price, and the system
computes the unit price when you enter a gross extended price

Less Discount, Plus
Surcharge, and Net
Extended Amount

Displays information that refers to this bill line only

VAT Amount and Tax
Amount

Tax amounts on the bill line are broken down into a VAT amount
and a sales and use tax amount. The system tracks these amounts
separately. Both a VAT code and a sales and use tax code can
appear on the same bill line depending on the rules.

From Date and
Through Date

If applicable, enter the dates that are associated with this bill

Tax Code, Tax
Exempt and Exempt
Certification Number

Enter a code that has been predefined on the Tax Code page if you
are using

The tax code you enter for the bill lines determines the tax rate to
calculate for each line. Tax is applied to each line separately, rather
than applied to a subtotal of the bill, which enables you to establish
different tax rates for each bill line. If a bill line is tax-exempt, select
Tax Exempt and enter the exempt certification number instead of a
tax code.

+/-

Add or Delete bill lines

Adding Chartfield Information for Charge Lines
Use this page to enter revenue bill (invoice) line accounting information. This could have
default information based on the bill identifier and charge code but can be overridden.

Sode Fardd

wad Updoe T uplay
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Notes:
e Chartfields follow current combo edits in Peoplesoft
e Enter Fund/Department/Account at minimum
e |If applicable enter Program, Class, and Project

Entering Line Specific Notes

¥ arwoiiini | Misn Mafu g Wufilin fds

Hisader - Infa 1 Line: - Info 1
Lhnie SRR Bill Te 100000ME Pretax Ami 200000 CAD
Invoics  CLDOOO000E Kirverics Ine Max Rows 300
Bill Line Q i 1] View All
Saq 1 Lin# Mt Extenced 2 000 00
ibentifier LEASE Description  Monthdy Lease
Bill Line Note Q, 1ol 154 View All
[J Standard Note Flag Standard Mote Code Q | -
O Internal Only Flag Hote Type Q
Mot Text

254 characters remaining

?uw ! W Infio 2 T AL coanting s AL S b
ok s Page Series
¥ sarch W Gearch ‘C‘E‘E"““ Line - Mioge :} Prev Mo
| Save Return ta Search Hatify Refresh Add Update/Display
Other Fields:
Leave blank or keep default values
Field Purpose
Standard Note Standard notes have not been defined for Queen’s.
Enter the text to appear on the invoice line in the Note
Text field.
Internal Only Flag Select to define a note for internal use only (a note which will not be
printed on the final invoice)
+/- Add or Delete line notes
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Entering Customer Reference (PO Number)

Henader . bl 1 L - vl 1

Unit L O To  FODOOO001E Protan St 00000 CAD
Ivecice  CHDDOON0E Kt Ine;
I PO I Fraight Term a
G Q Sehif
ontracs Diad [zt Bill of Lading
e iract PH Slig
M B Uirit Li ] Sal Q
Oirdler Mo Q I8 =1
Cireler Date = Shig Q
Ship Bus Unit Ship Q
Shipwo Country |CAN Q Shipts Stae | ON q
= Page Series
|.:_J Return ko $earch Hotty Relrwsh A Upsdisin/ sty
Other Fields:
Leave blank or keep default values
Field Purpose
PO Ref The value entered in this field will appear on the Invoice

Sold To / Sold Loc Blank: The Sold To / Sold Loc will default to the same Customer Bill
To / Primary Location

Override if you want to specify another Sold To Customer / Sold Loc

Ship To / Ship Loc Blank: The Ship To / Ship Loc will default to the same Customer Bill
To / Primary Location

Override if you want to specify another Ship To Customer / Ship Loc

Click the “***  putton.
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Federal & Provincial Taxes (HST/GST and PST)

Standard Billing — HST

HST — values are defaulted therefore no need to update unless different VAT rules are
applicable. If changes are required, complete the following steps.

Open the NavBar and expand the Menu:
i

NavBar {2}

O

Recently Visited

V%

Favorites

17



Navigate to:

Menu > Billing > Maintain Bills > Standard Billing > Line — VAT info

a. In ‘Find an Existing Value’ tab, enter, search, and select the bill (invoice) to display.
b. In the ‘Header — Info 1’ tab, scroll down to the ‘Navigation’ drop down field and select

‘Line — VAT Info’.

c. Click on the ‘Get VAT Defaults’ button to retrieve the values.

Header - Info 1 Line - Info 1 Line - VAT Info

ﬂ Wiew All

Unit QUNM Bill To 0000000054 Pretax Amt 200000 CAD
Invoice NEXT Carmela Roberts = & Max Rows 300 B =
Bill Line
'
Seq 1 Line Net Extended 2 000.00
Identifier Description This is a test
Get VAT Defaults
Calculations
Net Extended Amt 2,000.00 VAT Basis Amt 0.00
Percent 0.0000 VAT Amount 0.00
Intrastat Info
[ Intrastat Transaction Flag Mature of Transaction 1
Fiscal Regime Mature of Transaction 2
Intrastat Distribution Status |
VAT Distribution Status |
Go to: Line Info 2 Tax Accounting Discount’Surcharge
Notes Express Entry
Page Series
HNavigation Z "A S
Summary Bill Search Line Search o Line - VAT Info e Fiey =N
| save [ Notify Refresh Add
;_ |""'|I .. I N I i

Update/Display
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d. Inthe ‘Line — Vat Info’ tab, expand the ‘VAT Details’ section.
e. Change the ‘Applicability’ to ‘Exempt’
f. Click on the ‘Adjust Affected VAT Defaults’ button.

Mtain Menyu Baling Haintzin Biis Standard 5ming

VAT Defaults
» VAT Registrationg
s
* VAT Details
Applicability

VAT Code

. Chick this button if you want the syatem to adjust tha VAT Defaults on this page affscted by changes you have made to this page. All

Adjust Affected VAT Defaults changes you have made to VAT Defaulis that sffect other VAT Defaultz will be retasined

Click this button if you want the system to reset all the VAT Defaults.

Levels  This level only et A A Datette Al changes you have made to VAT Defaults vill be lost
Calculations
Met Extended Amt 2.000.00 VAT Basis Amt 2,000.00
Percent 13.0000 VAT Amount 260.00
Intrastat Info
O intrastat Transaction Flag Mature of Transaction 1
Fiscal Regime Nature of Transaction 2

Intrastat Distribution Status U

VAT Distribution Status |

Go to Line Infa 2 Taex Accounting Discount/Surcharge
Notes Express Entry
Page Series
Navigation | !
Summary Bill Search Line Search ( Ling - VAT Info ) Prev Next
l Save | Return to Search | | Notify Refresh | Add Update/Display
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Standard Billing — PST
PST — need to specify manually by selecting the “‘Tax Code’ on the ‘Line — Info 1’ tab.

Navigate to:
Menu > Billing > Maintain Bills > Standard Billing > Line — Info 1

a. In ‘Find an Existing Value’ tab, enter, search, and select the bill (invoice) to display.
b. In the ‘Line — Info 1’ tab, update the ‘Tax Code’ field to the applicable information.

Look Up Tax Code

SetlD SHARE
Tax Code | beglnswmi ||

.

Search Results
View100 4 4 16of6[] »

ME - Provincial Sales Tax

PE - Provincial Sales Tax

Provincial Sales Tax

QC - Provincial Sales Tax

5K - Provincial Sales Tax

20



Standard Billing — Calculating Taxes
There are two ways to calculate the taxes.

1. ‘Calculate Taxes’ icon on the ‘Header — Info 1’ page
Navigate to:

Menu > Billing > Maintain Bills > Standard Billing > Header — Info 1 > Calculate Taxes
Icon

Favoriles | Mdain Menu Biling Maintain Bills Standard Billing

Header - Info 1 Line - Info 1
Unit QUNIN Invoice QUODDDD00G Pretax Amt 200000 CAD I
Status  NEW Q Invoice Date -'.| Cycle 1D |IMM Q
*Type QU Q Source ONLINE Q *Frequency | Once M B a
*Customer 1000000016 Q ¥ View Activity SubCust1 SubCust2
Kinetrics Inc.
“Invoice Form | XP_PSIGEN Q From Date -.] To Date H‘
Accounting Date E Pay Terms NET30 Q Pay Method | Check ™ E
Remit To  BMO Q Bank Account CNEF Q
Sales QUEENS Q Bill Inquiry Phone  703-862-7000 Q
Credit 100 Q Collector 100 Q
Billing Specialist 100 Q Billing Authority 100 Q
Queen's U. Gueen’s U
Go to: Header Info 2 Address Copy Address
Mates Express Entry Anachments
Page Series
Summary Bill Search Line Search Navigation | Header - Info 1 ﬂ feme e
| Save | Return to Search Notify Refresh Add Update/Display

21



2. Calculate Taxes button — on the Summary page

From the ‘Header — Info 1’ tab, click the blue ‘Summary’ link

Man Menu

Header - Info 1
Unit  QUNIN
Status
“Type
"Customer

Goto

Motes

“Invoice Form

Accounting Date

Remit Te

Sales

Credit

Billing Specialist

Line - Info 1

Masntaen Salis

Imvoice  CILADOD0000S

HNEW

au

1000000016

Kinedrics Inc
XP_PSIGEN

BMO

QUEENS

i Save I Return to Search

Header

Infz 1

Inifex 1

Notity

p P

o p oo B o

Pretax Amt

Invoice Date

Source

w\iew Activity SubCusti

Address

Line Search

Refresh

From Date

Pay Terms

Bank Account

Bill Inguiry Phene
Collector

Billing Authority

ONLINE

NET30
CNEF

T03-862-7000

Queen's U

Copy Address

Altachments

Navigation

‘-.' Cycle ID

Q “Frequency
SubCust2

.“ To Diate

Q Pay Mathod

Q

Q

Q

Q

Header - info 1

I

Once

Check

e

[«

Page Series

Prev  Next

Add

Update/Display
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Favorites | Main Menu Billing Maintain Bills Standard Billing Bill Summary

Bill Summary Info Bill Summary Info 2

Unit QUNIV Invoice QUOO00000G Invoice Date
Gross Extended Amount 2,000.00 Customer 1000000016 Kinetrics Inc
Total Discounts 0.00 Invoice Type Regular
Total Surcharges 0.00
Bill Type QU Queen's University
Net Extended Amount 2,000.00 Bill Source ONLINE Direct Entry in PS
Total VAT Amount 0.00 Bill Status NEW
Total Taxes 0.00 Template No
Consol Hdr No
Total Invoice Amount 2 000.00
Bill By ID
Forward Bal 0.00
Paid Amount 0.00 Invoice Media Email Invoice as Attachment
Due Date
Total Due 200000 CAD
Go to: Header Info 1 Address Copy Address Motes
Bill Search Line Search
| Save | Return to Search Notify
Bill Summary Info Bill Summary Info 2
Other Fields:
Leave blank or keep default values
Field Purpose
Calculate Taxes Click to calculate both sales and use taxes and VAT for bills that you

have not yet invoiced. You must click the Save button to save the
new calculated amounts. The system uses the current effective-
dated tax rates. You can also recalculate taxes after changing the
bill. The system calculates the taxes on the gross extended amount,
less all discounts and including all surcharges

Total VAT Amount Displays the sales and use tax amount. The VAT amount appears
and Total Taxes on a separate line called Total VAT Amount because the system
tracks VAT separately. Click the Total VAT Amount link to access
the Bill Summary - VAT Information page, where you can review the
VAT details that pertain to the bill
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Generating Pro Forma Invoice

Provides high level view of the invoice status.
Navigate to:
Menu > Bills > Maintain Bills > Standard Billing > Bill Summary

This page will indicate what stage the invoice is currently at (what processes have occurred).

Favorites I Main Menu Billing Maintain Bills Standard Billing

Bill Summary Info Bill Summary Info 2

Unit  QUNINV Invoice  QUO0O000006

& Attach Invoice Image
& VAT Defaults Applied
O Invoice Printed

GL Level Bl Creates GL Acct Entries
AR Level Header is AR Open Iltem

[ EDI Sent
AR Option Use Header for Distribution O Currency Converted
InterUnit AP Level [ GL Entries Created

Pre-Load Status  Pending O AR Pending Item Created

Approval Status  Not Required
Date Bill Added  2021/07/08 2:26PM
Created By CR97 CR97
Created By Process Standard Billing

Go to: Header Info 1 Address Copy Address Notes
Bill Search Line Search

‘ Save I Return to Search Notify

Bill Summary Info | Bill Summary Info 2
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You can generate Pro Forma Invoice in standard billing or bill summary component pages

Navigate to:

Menu > Bills > Maintain Bills > Standard Billing

Favorites | Main Menu Billing Msintain Bills Standard Billing

Bill Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value
* Search Criteria
Business Unit =[] QUNIV
Involce | begins with[w|
Bill Status | = >
Customer | begins with[™] Q
Contract | begins with[3]
Bills in Business Unit | = [¥] Q

Template Invoice Flag | = ﬂ |i|

[JCase Sensitive

| Search I Clear | Basic Search B Save Search Criteria

Search

Search for the Bill (Invoice) that you want to generate the Pro Forma for. Click the
button.

Bill Entry

Enter any information you have and click Search Leave fields blank for a list of all valuss
Find an Exizting Value A 2 Mew Value

= Search Criteria

Business Unit | = [w] QLN =]
Involce | begns with[v] | QUIODDDDDTE =

Bill Status | = | =
Customar | bogens with W] =1

Contract | begms with W]
Bills in Business Unit | = ] Q

Templats Involce Flag | = | |

| Case Sensitive

25



Click the ‘Generate Pro Forma’ button

Main Meny Billing

Header - Info 1 Line - Info 1
Unit QUNIV Invoice NEXT
Status  NEW Q
“Type QU
“Customer 1000000016 Q
Kinetrics Inc.
“Invoice Form  XP_PS/GEN Q

Accounting Date
Remit To BMO
Sales 100
Credit 100

Billing Specialist 100

Queen's L.
Go o Header Info 2
Motes Express Enfry
Summary Bill Search

|nuu Notify Refresh

A PDF Pro Forma Invoice will be generated so user can preview the bill before being

processed.

Q
Q
Q
a

Pretax Amt

Invoice Date
Source ONLINE

SubCusti

¥ifiew Activity

From Date

Pay Terms NET30

Bank Account | CNEF

Bill Inquiry Phone | T03-862-7000

Collector 100

Billing Authority | 100

Mavigation

G

CycleID IMM
Q “Frequency  Once

SubCust2

To Date

Pay Method

Q
Q
Q
Q
Q

Header - Info 1 ~

Page 10f1
PRO FORMA Invoice No: QU00000015
Customer ID: 1000000016
University Department: Queen's University Invoice Date: 10/08/2021
Contact Name: Accounts Receivable Payment Terms: Due in 30 Days
Contact Email: AR@queensu.ca Currency: CAD
Contact Phone: 613/533-6000 Customer Reference No
Bill To
Kinetrics Inc.
Build. KD'100 Receiving
300 Kipling Ave, Unit 2
Toronto ON M8Z 5G5
Canada
Line Description Quantity Unit Price Amount Tax
Code
TEST NOTE
1 Monthly Lease 1.00 2,000.00 2,000.00 HeT
Subtotal 2,000.00
Subtotal (Taxes):
Net Amount: 2,000.00 ON-HST 13.00 % 260.00
TOTAL TAXES: 260.00
AMOUNT DUE: 2,260.00 ©AD

GST/HST# 10786 8705 RT0001

Page Series

Next

L]

<

Update/Display
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Generating Invoice

The bill (invoice) status needs to be updated from NEW (draft) to RDY (ready) to mark it for
further processing (e.g., invoice creation, etc.). You can generate the invoice in standard billing
or bill summary component pages.

Open the NavBar and expand the Menu:

R @

NavBar 2%

O

Recently Visited

V%

Favorites

Navigate to:

Menu > Bills > Maintain Bills > Standard Billing

Click ‘Find an Existing Value’ tab

avoriles | Main Menu Billing [T Standard Billing

Bill Entry

Enter any information you have and click Search. Leave fields blank for a list ef all values
Find an Existing Value Add a New Value

* Search Criteria

Business Unit | =[v] QUNIV Q
nnnnnn begins with|w| Q

Bill Status | = ~ ~
Customer  begins with[¥7] Q

Contract | begins with[¥]
Bills in Business Unit | = [¥] Q

Template Invoice Flag | = ~ =

[JCase Sensitive

| Search Clear | Basic Search & Save Search Criteria
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Search

Search for the Bill (Invoice) that you want to update. Click the button.

Bill Entry

Enter ary information you have and click Search Leave fields blank for 3 list of all values
Find an Existing Value Add 2 New Value

= Search Criteria

Business Unit | = v QUNIY a
Involce | begns with(y| | QUODOD00D1S Q

Bill Status | = v |
Customer | beging with v Q

Contract | begns with |
Bills in Business Unit | =[] Q

Tempiate Invoice Flag | = v v

ICase Sensitive

;

| Save
Update the Status to ‘RDY’ from ‘NEW’. Click the - button.

Header - Info 1 Line - Info 1

-
Unit  QUNIN Invoice  QUIOD0O0015 Pretax Ami 200000 CAD ’
Status RDY Q Invoice Date 1n Cycle 1D IMM Q
f—
“Type QU Q Source  ONLINE Q “Frequency  Once v L
“Customer 1000000016 Q *\iew Activity SubCust! SubCust2
Kanetrics Inc.
“Invoice Form  XP_PS/GEN Q From Date B To Date =
Accounting Date : Pay Terms  NET30 Q Pay Method  Check ~
Remit To  BMO Q Bank Account CNEF Q
Sales QUEENS Q Bill Inquiry Phone | 703-862.7000 Q
Credit 100 Q Collector | 100 Q
Billing Specialist 100 Q Billing Autherity 100 Q
Queen's U, Queen's U
Goto Header Info 2 Address Copy Address
Moles Express Entry Adtachments
Page Series
Su Bill Search Line Search Navigation | Header - Inlo 1 ™ Bl
| _Is:u Retumn to Search | Motity | Refresh Add |  Updatemisplay
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Click ‘Invoice’ button

| Main Meny filing Maintain

3 New Winc
Header - Info 1 Line - Info 1
Unit  QUNIV Inveice QUOO0D0D15 Pretax Amt 2,000.00 CAD @1
Status |RDY Q Inveice Date Cycle ID | MM Q
- . )
Type QU Q Source  ONLINE Q Frequency  Once ™
“Customer | 100DDDDD1S Q ¥ View Activity SubCust1 SubCust2
Kinelrics Inc.
“Invoice Form | XP_PS/GEN Q From Date To Date
Accounting Date = Pay Terms NET30 Q Pay Method | Gheck ™| B
Remit To |BMO Q Bank Account | CNEF Q
Sales QUEENS Q Bill Inquiry Phone | 703-862-7000 Q
Credit |100 Q Collector | 100 Q
Billing Specialist |100 Q Billing Authority 100 Q
Queen's U Queen's U.
Go to: Header Info 2 Address Copy Address
Motes Express Entry Attachments :
Page Series
iepati Prev Next
Summary Bill Search Line Search Navigation | Header - Info 1
Return to Search | Notify Refresh | Add |  Update/Display

OK

when you receive warning message (see below).

Billing Maintain Bills Standard Billing

[_""H;;u;}.'i}.ré'i ] [ Line - Info 1 |

Unit QUNIV Invoice QUO0000015 Pretax Amt 2,000.00 CAD &a

Status |RDY qQ Invoice Date ‘ CycleID [IMM Q|
*Type QU Q‘ Source |ONLINE O.‘ *Frequency | Once
“Customer | 1000000016 Q|

B &

Kinetrics Inc. Invoicing initiated successfully. No further changes to this bill will be allowed during Bill Entry.
“Invoice Form | XP_PS/GEN Q
- User has selected to invoice this bill. Once invoicing is initiated against a bill, you cannot perform any additional add or
Accounting D ‘ update action on the bill while still in Bill Entry.

Remit To |BMO Q

Sales |QUEENS Q|
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Go to the ‘Bill Details’ page to view/download the PDF document.

Navigate to:
Menu > Billing > Review Billing Information > Details

| Main Menu Billing

Bill Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

¥ Search Criteria

Business Unit = [v] QUNIV Q
Inveice  begins with[>] | QUOD00001S| x Q

Bill Status | = v v
Customer | begins with[&] Q

Contract | begins with[&]

[case Sensitive

Clear | Basic Search & Save Search Criteria

Click search

Favarites | Main Menu Billing Review Billing Information

Header - Info 1 Line - Info 1

Unit  QUINIV Invoice QUOD0D001S Invoice Amt 226000 CAD .'1_-',
Status  INV Invoice Date  2021/08/10 Cycle ID  IMM
Type QU Source ONLINE Frequency Once
Customer 1000000016 SubCusti SubCust2
Kinetrics Inc.
Invoice Form  XP_PS/GEN From Date To Date
Accounting Date  2021/08M10 Pay Terms NET30 Pay Method Cha
RemitTo BMO B4 [Ty (Ctrl) ~|  CNEF
Sales QUEENS Bill Inquiry Phone  T703-862-7000
Credit 100 Collect 100
Billing Specialist 100 Billing Authority 100
Queen's U Queen's U
Go to: Header Info 2 Address Copy Address Notes
Summary Commit Crtrl
Page Series
Bill Search Line Search Header - Info 1 ™ Frev Hext
Return to Search Motify Refresh

Header-Info 1 | Line - Info 1
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Click blue “View Invoice Image’ link

Page 10f1
X INVOICE Invoice No: QU00000015
ueens Customer ID: 1000000016
University Department: Queen's University Invoice Date 10/08/2021
Contact Name: Accounts Receivable Payment Terms Due in 30 Days
Contact Email: AR@queensu.ca Currency: CAD
Contact Phone: 613/533-6000 Customer Reference No
Bill To:
Kinetrics Inc.
Build. KD100 Receiving
800 Kipling Ave, Unit 2
Toronto ON MBZ 5GS5
Canada
Line Description Quantity Unit Price Amount Tax
Code
TEST NOTE
1 Monthly Lease 1.00 2,000.00 2,000.00 HET
Subtotal: 2,000.00
Subtotal (Taxes):
Net Amount: 2,000.00 ON-HST 13.00 % 260.00
TOTAL TAXES: 260.00
AMOUNT DUE: 2,260.00 ©A0

GST/HST# 10786 8703 RTO001
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Adding a New Bill (Invoice) — Standard Billing — Copy Bill

1. Go to the ‘Copy Single Bill’ page.

Open the NavBar and expand the Menu:
D

NavBar £}

O

Recently Visited

V%

Favorites

Navigate to:

Menu > Billing > Maintain Bills > Copy Single Bill

Favoriles | Main Menu Billing Maintain Bills Copy Single Bill

Copy Single Bill

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

¥ Search Criteria

Business Unit | = [UN x Q]
Invoice | begins with[w| Q
Bill Status | =
Customer | begins with[v| Q

Contract | begins with[¥]

[OcCase Sensitive

‘ Search Clear | Basic Search EF Save Search Criteria
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2. Search for a bill (invoice) that you want to copy.

Copy Single Bill

Ender any informaticn you have and click Search. Leave fiedds blank for a list of all values
Find an Existing Value

w Search Criteria

Business Unit | = [¥] QUNIV Q
Invoice | begins with] QU Q

Bill Status | = [ [a]
Customer | begins with | Q

Contract | begins with ¥

[ICase Sensitive

Business Unit  Invoice Invoice Type Bill Status Bill Type ldentifier Bill Source Customer Contract

3. On the ‘Copy Single Bill’ page, do the following:
a. On the ‘Select Bill Action’ tick the ‘Copy Bill’ option.
b. Leave *Copy Bill as NEXT.

Main Menu Billing Maintain Bills Copy Single Bill

Copy Single Bill

Unit QUNIV Bill To 1000000016 Kinetrics Inc.
Invoice QUO0000006 Pretax Amt 2,000.00 CAD
Select Bill Action Copy Results

O No Bill Action
®icopy Bill

turntoSearch Previous in List | Next in List ' Notify

4. Click the - Z#€8Is 1y itton.

“Copy Bill NEXT

5. Click the 2 button. Upon saving, the invoice number will be generated, and

invoice date will default to current date. The ‘Select Bill Action’ field will default back to
‘No Bill Action’.
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Favorites Main Menu Billing Maintain Bills Copy Single Bill

Copy Single Bill

Unit QUNIV Bill To 1000000016 Kinetrics Inc.
Invoice QUO0000006 Pretax Amt 2 000.00 CAD
Select Bi Copy Results

®No Bill Action
N\ Copy Bill

“Copy Bill{’ QUODDDD014 iGo To Bill Header - Gen. inf

‘ Save I Returnto Search | | PreviousinList = NextinList | Netify

6. Click the blue 2212 Bill Header - Gen. nolink to update the bill (invoice) details as applicable.
The new bill (invoice) will have a status of ‘NEW’ and will open in Standard Billing.
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