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Accounts Receivable Direct Transfer Interagency Billing 1.0
Supplemental Job Aid

Date: 07/10/2014 

Target Audience: Wave 1 Billing departments who will be processing direct transfer invoices against Wave 1 departments for goods or services provided.  

Roles: Department Billing Processor, Department Billing Approver

Purpose: This Supplemental Job Aid provides Department Billing Processors and Department Billing Approvers the instructions to create and finalize a direct transfer bill for a Wave 1 department. Upon finalization of the direct transfer bill, overnight batch processes will create an AP Voucher for the billed Wave 1 department.

Direct Transfer Interagency Billing:

Step 1: The process begins with the BI Approver configuring the Direct Transfer Coding for Wave 1 Departments who will be billed by your Business Unit. Log on as the Department BI Approver and navigate to the Direct Transfer ChartField page.
· Navigation: Main Menu > Set Up Financials/Supply Chain > Product Related > Billing >Interagency Billing>Direct Transfer ChartFields
Step 2: Click the Add a New Value tab.
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Step 3: Enter your Business Unit number and click the Add button.
Step 4: Input the Billed GL BU.
Click the Save button.
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Step 5: Log out as the Department BI Approver.
Step 6:  For creating a direct transfer bill, log on as the Department BI Processor and navigate to the Bill Entry Add a New Value page.  
· Navigation: Billing > Maintain Bills > Standard Billing 
Step 7: Click the Add a New Value tab. 
Step 8: Enter or select values for the following fields: 
· Billing Business Unit
· Bill Type Identifier (Direct Transfer Bill Type within the Department's Business Unit if applicable)
· Customer (Interagency Customer ID)
· Invoice Date
· Accounting Date


The Bill Type value selected must be a Bill Type value associated with direct transfer billing. 
The Customer ID must be linked to a Wave 1 GL Business Unit in order for the system to generate an AP voucher for the Wave 1 Billed department upon invoice finalization.  
Keep the Invoice ID value as “NEXT.” Click the Add button.
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Step 11: Click the Refresh button and verify that the Unit Price amount calculates correctly.

Step 12: Click the Accounting hyperlink at the bottom of the page and enter or select ChartField information for recording the Billing Department’s revenue/reimbursement/abatement coding.
· Reference (if applicable)
· Fund
· ENY
· Account (revenue, reimbursement or abatement)
· Alt Acct
· Program (if applicable)
· Rptg Structure (if applicable)
· Affiliate (Billed Department's GL BU)
· Fund Affiliate (Billed Department's Fund)

Step 13: Within the Navigation drop-down menu at the bottom of the page, select the “Acctg-InterunitExp/Inv” option and enter or select a value for the Fund field.
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Step 14: Click the Save button. Then generate a Proforma (Draft) Invoice for review. This can be done either from the invoice page itself by clicking on the Proforma icon on the right-hand corner on any of the invoice input pages (see above), or through a run of a system process. This Proforma invoice should be distributed to department staff to review the invoice data prior to finalization.
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Step 15: Click the Header-Info 1 tab at the top of the page and change the status of the invoice to “RDY.”
Step 16: Click the Save button to save the invoice.
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Step 17: To finalize and print the invoice, log in as the Department BI Approver and navigate to the Finalize and Print Invoices page.
· Navigation: Billing > Generate Invoice > Non-Consolidated > Finalize and Print Invoices
Enter or Select a Run Control ID and click the Add button.
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Step 18: Within the Print and Finalize tab, the user may determine the criteria for choosing invoices to finalize including Bill Type, Customer ID, and Invoice ID. In this case, select the “Invoice ID” option and enter or select the following fields:
· Invoice Date Option: Processing date
· Range Selection:  Invoice ID
· From Business Unit (Billing BU) 
· To Business Unit (Billing BU) 
· From Invoice number 
· To Invoice number

Click the Save button.
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Step 19: Click the Bills to Be Processed icon and verify that the invoices are available for finalization and generation of the PDF.
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Step 20: Click the Return button and then click the Save button.
Step 21: Click the Run command button.
Step 22: Select the checkbox next to the BIIVC000 process and then click the OK button.
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Step 23: Click the Process Monitor hyperlink.
[image: ]
Step 24: Click the Refresh button until the BIVC000 process has a Run Status of “Success” and the Distribution Status of “Posted.”
Step 25: Click the Go Back to Finalize and Print hyperlink at the bottom of the page. 
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Step 26: Click the Run command button.
[image: ]


Step 27: If the Invoice Form in the Bills to be Processed page was SERVHDR, then select the checkbox next to the ZZ_INVR1 PSJob. If the Invoice Form in the Bills to be Processed page was SERVLINE, select the checkbox next to the ZZ_INVR2 PSJob. In this scenario, the bill had an Invoice Form of SERVLINE, so select the checkbox next to the ZZ_INVR2. Click the OK button.
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Step 28: Click the Process Monitor hyperlink.
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Step 29: Click the Refresh button until the ZZ_INVR1 or ZZ_INVR2 has a Run status of “Success” and a Distribution of “Posted.”
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Step 30: Review the Finalized Invoices: 
· Navigation: Reporting Tools>Report Manager
On the List tab, within the Report section, click on the ZZ_BI_PRNXP1 PDF hyperlink if the Invoice Form was SERVHDR. If the Invoice Form was SERVLINE, click on the ZZ_BI_PRNXP2 PDF. In the File List section, click the hyperlink for the PDF file.  
[image: ]
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You have successfully created and finalized a direct transfer bill for a Wave 1 department. 
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