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UNIVERSITY OF

South Carolina

Office of the Controller
Miscellaneous Accounts Receivable
Creating an Invoice

A customer can be invoiced once activated. To create an invoice in PeopleSoft finance, use the
navigation:
Main Menu > Billing> Maintain Bills > Express Billing

Step 1: Click Add a New Value button.

Favorites ™ ManMenu™ > Biing™ > MaintainBills™ > Express Billing Workist | i Home | Sign Out

AddTo a @

NavBar

Billing ~ | Search @ Advanced Search Bl Last Search Results

New Window | Help *
Express Bill Entry

Find an Existing Value

 Search Criteria

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

‘Recent | Choose from recent searches vl / [Hsaved | Chaose from saved searches v /
Searches Searches
Business Unit | = + SCAIK Q ‘
Invoice | begins with ~| | AKODDDD980 Q ‘
Bill Status | = v v‘
Customer | begins with | Q ‘

Contract | begins with v:

Bills in Business Unit | = Q ‘

Template Invoice Flag | = v v‘

~ Show fewer options




Step 2: From the next screen, click the Add button.

Note: Business Unit should correlate to your Campus.

Main Menu ™ > Biling™ > Maintain Bils ¥ Express Billing Workdist # Home | SignOut

Billing = | Search Advanced Search
R B . cci e e 2 (O]

Notifications ~ NavBar

New Window | Help

Express Bill Entry

Add a New Value Q_Find an Existing Value

*Business Unit |SCAIK Q‘

*Invoice | NEXT |

Bill Type Identifler Q ‘
Bill Source Q ‘
Customer Q ‘
Invoice Date ‘

Add

Step 3: On the Billing General page, enter the Invoice Date in the Invoice Date field. The invoice date is
the current date.

Step 4: Click the Customer Lookup button and select the appropriate Customer.

> Biling™ > MaintainBills™ > Express Billing Worklist | #i Home | SignoOut

Billing = | Search Advanced Search
R B e o mn- Q0 @

Motifications  MavBar

Related Content » | New Window | Help | Personalize Page |

Billing General

Unit SCAIK Invoice NEXT Pretax Amt 0.000
Bill Status |NEW Q| *Invoice Date | 11/06/2025 =]
*Bill Type |AIK
Cycle ID |MISC_AR *Frequency Once v

v Customer Information

*Customer : View Customer Activity

> Address
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Step 5: Enter the customer ID in the Customer field.

Step 6: Click the Search button.

Step 7: Click the Customer hyperlink to populate the Customer field on the Billing General page.

Main Menu ~ Billing ¥

Maintain Bills ~ Exg

Look Up Customer

CAROLINA
SetiD MSCAR
Billing General Customer | begins with V| |CSTUO()0043 ‘ |
Name 1 | begins with v | ‘
Unit  SCAIK Invoice  NEXT

Bill Status | NEW Q

*8ill Type ‘AIK

Cycle D [MISC_AR

~ Customer Information

Cancel Basic Lookup

Search Results
View 100

Customer Name 1 InterUnit

Alken Regional Medical Centerd
> Address

> Payment Information

~ Header Detail

"Accounting Date | 11/06/2026

|CSTDODGD43 Aiken Regional Medical Centers | N

Worklist # Home | SignOut

@

NavBar
Related Content ~ | New Window | Help | Personalize Page 2

AddTo = g

Notifications

civity

*From Date |11/06/2025

*To Date |11/06/2025

Step 8: In the Customer Information section, click the expand arrow next to Address to verify the
contact was added successfully. There should be a 1 in the *Attention To box and in the *Location box.

Note: If either box is empty, the contact was not added successfully.

Favorites ¥ Main Menu ¥ Billing ¥ Maintain Bills ¥ > Express Billing

-}?} | St GiroLNA

v Customer Information

*Customer | CST0000043 Q

Aiken Regional Medical Centers

v Address

*Attention To ‘ 7Q ‘

1Q‘

*Location ‘

Language Code ENG

Email Address thomas kelly@uhsinc.com

USA United States
302 University Pkwy

Country
Address 1

Address 2
Address 3
City
County

Aiken

State South Carolina

> Payment Information

r—

View Customer Activity

Contact Name ‘Thomas Kelly

Number of Copies ‘ 1 ‘

*Invoice Media ‘ Email

Postal 29801

Worklist A& Home | SignOut
AddTo v g @
Notifications NavBar

I ———
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Step 9: Click the Invoice Media drop-down arrow and make the appropriate selection.
e Select Email if you would like the system to email the invoice to the Customer.

e Select Print if you would like to print/save the invoice and email the invoice to the customer to
include additional attachments.

Favorites ¥ Main Menu ™ > Biing¥ > MaintainBills¥ > Express Biling Worklist #& Home | signout

fro—— 2 @

AddTo v

% UNIVERSITY OF
4 | SOUTH CAROLINA Notifications  NavBar

v Customer Information

*Customer |CST0000043 Q View Customer Activity

Aiken Regional Medical Centers

v Address
*Attention To ‘ 7Q ‘ Contact Name ‘Thomas Kelly
*Location ‘ 1 Q ‘ Number of Copies ‘ 71 ‘
Language Code ENG *Invoice Media [ Email v

Email Address thomas.kelly@uhsinc.com Emall
Country  USA United States

Address 1 302 University Pkwy

Address 2
Address 3
city Aiken

County Postal 29801

State SC South Carolina

Step 10: Click the Payment Information expand arrow to update the Payment Terms.

Step 11: If you need to select a different Pay Terms option, click the Pay Terms Lookup button.

Favorites ™ Main Menu ™ > Biling™ > MaintainBils¥ > ExpressBilling Workdist # Home | SignOut

Billing = | Search Advanced Search
FUAT TR Y e o e 2 (O]

Notifications ~ NavBar

£ | S0hiGiwRouma

~ Payment Information
*Pay Terms INET15 : Pay Method

Remit To | SCDEP Bank Account  AlK
Paid Reference
Paid Amount 0.00 Fwd Balance 0.00

Letter of Credit ID Letter of Credit Document ID

Step 12: Click the Payment Terms ID applicable for this invoice.

Maintain Bills ¥ Express Billing Workiist | #i Home Sign Out
Advanced Saarch hse (B ®
JTHCAROLINA Notfications ~ NavBar

 Payment i

*Pay Terms |NET15 Q Dt aaihoaliCheck vl
Remit To | SCDEP Look Up Pay Terms X
Paid Reference o
“SetiD MSCAR
Paid Amount 0,00 Payment Terms 1D | bagins with v/ [| ]
Letter of Credit ID Letter of 4
~ Header Detail Search Results
“Accounting Date | 1110612025 =] Visiind
“From Date 1;10%0025 ] Payment Terms ID Description
Sales Person MISCARO1 | IMMED Due Immediately
Credit Analyst |MSCAR_CA NET15 Due in 15 Days
“Billing Specialist Q ‘ NET30 Due in 30 Days
System Source
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Step 13: In the Header Detail section, click the Billing Specialist Lookup button to select the Billing
Specialist.

Worklist | i Home Sign Out

Billing = | Search Advanced Search AddTo = 'D' @

CAROLINA Notficaions.  Navflar

=
~ Header Detail

“Accounting Date |11/0672025 =]

“From Date |11/06/2025 E]‘ “To Date |11/068/2025

Sales Person | MISCA

Credit Analyst |MS CA
“Billing Specialist E

System Source

Collector |MISC_AR

Step 14: The Billing Specialist is linked to the Remit Address on the invoice. Carefully select your
campus/department Billing Specialist.

Note: For the Columbia campus, please use the Look Up option and search by department number to
ensure the correct Billing Specialist is selected.

Maintain Bils ¥ > Express Billng Workiist | i Home | Sign Out

Biling ~ | Search Bl Acancod Search e [0)

Notifications ~ NavBar

- | SOUTH CAROLINA

v Header Detail

Look Up Billing Specialist X
“Accounting Date |11/0672025 P bl
Help
“From Date |11/0672025 ]| i e

Sales Person | MISCARO1 | Billing Specialist | begins with ~|

Credit Analyst MSCAR_CA |
*Billing Specialist Q
Clear Cancel | Basic Lookup
System Source

| search Resuts

Unestondd [ 5] o _ g View 100 11011 v ows B =

Name 1 | begins with |

Bill Lines Billing Specialist  Name 1
Q‘ AK_BILL Business Services 110f1 v | ViewAll

Charge Details Line Information »

Step 15: In the Bill Lines section, enter the *required fields:
e Description,
e Quantity,
e Unit price.

Workist | i Home | SignOut

Billing ~ ' Search Advanced Search AT jay (0]
o v <

Notifications ~ NavBar

Bill Lines
EHEY v View All
Charge Details Line Information »
Sel Seq Line “Description “Quantity “UOM *Unit Price Gross Extended AR Account Revenue Account
a 1 [ web Shooters | | 25 | EA al | 5025 | 000/ 12004 Revenue Account + il —
Goto Header Notes Accounting Distributions
Navigation ‘ Billing General v Page Series
Prev Next
Notify Refresh Add Update/Display
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Step 16: Click the Plus button to add additional lines for billed items.

Main Menu Biling ™ > Maintain Bils ™ >

Billing = ' Search Advanced Search

% | SOUTH CAROLINA

Bill Lines
=)a]
Charge Details ~ Ling Information 1>
Sel Seq Line :g::’ﬁ" Look Up “Description ‘Quantity “UOM “UnitPrice AR Account
a] 1 Web Shooters | 250000/ [EA Q 502500 | 12004
o 2 11/06/2025 Fishing Nets || | 10 ||I:A Q “ 15au|| 12004
Go to Header Notes Accounting Distributions
Navigation | Biling General v Page Saries
Prev Next

# Home | Sign Out

0 @

NavBar

Worldist

AddTo
Nolifications

| View Al
Revenue Account

Revenue Account

Revenue Account

Add Update/Display

Step 17: To add your chartfield information, click the Revenue Account link.

Note: Different chartfields can be added for each line when applicable.

Favorites > Main Menu ~ Biling ¥ > Maintain Bils ¥ >

Billing = ' Search Advanced Search

B |5 Groua

Bill Lines
[®[a]
Charge Details Line Information  [i>
Sel Seq Line :g::’ﬁ" Look Up “Description ‘Quantity “UOM “UnitPrice AR Account
o 1 Web Shooters | 25.0000] [EA al | 502500 12004
] 2 11/0612025 Fishing Nets | 10 |I:A Q 1530| 12004
Gotor Header Noles Accounting Distributions
Navigation ‘ Billing Genaral - Page Series
Prev Next

Worldist

o

Nolifications

@

AddTo

- 1 View Al
Revenue Account
Revenue Account + |_
Revenue Account + |_

Add Update/Display

Step 18: Before entering the chartfield information for each billed item, click the View All link so that
you can enter the chartfield information for each one if there are multiple.

Accounting Distributions

Billing General

140825 USD
10 @ =@

Pretax Amt
E &

Bill To  CSTO000043
Aiken Regional Medical Centers

Unit  SCAIK
Invoice  NEXT

Max Rows

Bill Line ajll

Seq 2 Line Net Extended  153.00
Description  Fishing Nets

[k][<[[20t2~

View All

October 2025
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Step 19: Enter the Chartfield string for each billed item.

Note: Be sure you are associating the correct chartfield to the correct item if using different accounts.

Workiist | i Home Sign Out

Billing | Search (s it fal ®

ons  NavBar

Bill Line Qi 1-20f2 v View 1
seq 1 Line Net Extended  1,256.25
Description Web Shooters
~ Revenue Distribution

Bl Creates GL Acct Entries

Revenue
)[q] i1~ | View Al
Acetg i Relerence 3
Oper Unit Dept Fund Account Class :gif‘“f"“’ Project I
T| ‘t| |AKunn Q 911164 Q| [ 2084 Q| |[40400 al |[an Y |\ Q a [
e .
Percent 000 Amount 0.00 Gross Extended 125625

Step 20: If applicable, scroll down to add the chartfield information for the second billed item.

Maintain Bills ¥ Express Billing Workist | i Home Sign Out

Advane Seach win- 2 @

Nolifications ~ NawBar

Bill Line Q1 [k][<][zorz v | View Al
Seq 2 Line Net Extended 15300
Description  Fishing Nets
*~ Revenue Distribution

Bl Creates GL Acct Entries

Revenue

Blla | 1 v | View All

Accty Reference i »
Oper Unit Dept Fund Account Class Eﬁlf‘”'"“‘ Project A
+| [=]|[axoo0 al| |[onee Q| [ezee Q] |[a0400 al |[a1 a| || Q al |[|
« e—— .
Percent 0.00 Amount 0.00 Gross Extended 153.00
Goto Tax Accounting Distributions Discount/Surcharge Notes
Navigation | Accounting - Distributions v Page Series
Prev  Next

e —
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Header Notes and Line Notes can be added to an invoice for a variety of reasons. A Header Note should
be added to elaborate on billing details, to note special payment agreements, etc. Line Notes can be
added to indicate something particular about a billed item or service.

Step 21: To add a Header Note, click the Navigation drop-down arrow and select Header — Note from
the list.

Favorites ™ | Main Monu ¥ Billing ¥ Maintain Bills ¥ x Workliist | i Home Sign Out

T e B ®

Matifications ~ NavBar

3:, OUTH CARDLINA

Seq 2 Line Net Extended  153.00
Description  Fishing Nets.

~ Revenue Distribution

Revenue
Blla 1of1 v I View Al
Acctg Information Reference Information [ 3 Accounting - Distributions
— Billing General
Oper Unit Dept Fund Courtesy Copy Addr lass Bﬁf“"““’ Project Acti

Disc/Surch Gontract Liability

[+] |[=] [axooo al |[eres al| |[e20 Disc/Surcharge ho1 al Q al [

— [ Disc/Surcharge Distribution
Header - Credit Card ———— .
Header - Nole

Percent 100.00 Amount 153,00 e el on 153.00
Line - Note
Line - Tax info
Golo Tax Accounting Distributions | | jna _ VAT Info Notes
Navigation || Accounting - Distributions v| Page Series
Prev  Next

Billing General | Accounting Distributions

Step 22: Enter a Bill Header Note in the Note Text box and click the Save button.

Biling * Maintain Bills > Express Biling Worklist | i Home Sign Out

A Saach e @ @

Matiications ~ MavBar

Related Confent v | New Window | Help | Personalize Page
Biling Goneral  Header - Notes
Unit SCAKK Bill T CST0000043 Pretax Amt 140025 USD
Inveice  NEXT Aiken Rogional Medical Centers Customer Notes
Bill Header Notes [a]1 Tof1~ I View Al
(+][=]
Standard Note Flag $td Note
Internal Only Flag Note Type
Note Text:
If applicable, enter additonal information here @
204 charactors remaning
Goto Header Notes Accounting Distributions
Navigation | Header - Note ~ Page Series
Prev.  Next
[ Notify || Refresh ] Add H Update/Display
Billng General | Header - Notes

e —
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Step 23: To add a Bill Line Note, click the Navigation drop-down arrow and select Line-Note from the
list.

Biling ~ Maintain Bills ~ » g W | #& Home Sign Out

IS ... wee O ®

Matiications ~ MavBar

seq 2 Line Net Extended  153.00
Description  Fishing Nets

~ Revenue Distribution

Revenue
EHIEY Tof1 v I View All
Acctg Information Reference Information [ 3 Accounting - Distributions
—_— Billing General
Oper Unit Dept Fund Courtesy Copy Addr lass Bﬁf“"““’ Project Acti
DisciSurch Gontract Liability
—1 [akooo al |[eres al| |[e20 Disc/Surcharge ho1 al Q al [
- Disc/Surcharge Distribution
Header _ Crexdit Card ————— '
Header - Note
Percent 100.00 Amount 15300 | oot 22 Distibuton 153.00
Line - Tax info
Goto Tax Accounting Distributons | ine VAT Info Notes:
Navigation || Accounting - Distibutions v Page Series
Prev  Next

Notity Update/Display

Billing General | Accounting Distributions

Step 24: Enter a Bill Line Note in the Note Text box and click the Save button.

Favorites Main Menu = Biling ¥ > Maintain Bills ¥

SOUTH CARODLINA
Seq 2 Line Net Extended 153.00
Description  Fishing Nets
Bill Line Note [a]1 1001 ~ 1 View Al
Standard Note Flag Standard Note Code + ‘ -
Internal Only Flag Note Type
Note Text &
If applicable, enter additional information here
204 characlers remaining
Goto Tax Accounting Distributions Discount/Surcharge Notes
Navigation | Line - Note v Page Series
Prev Next
Update/Display
Billing General | Line - Notes

e —
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10
Sales tax should be added for all taxable goods and services.

Step 25: To add sales tax for all taxable goods and services, return to the Billing General page by clicking
the Billing General tab.

Favorites ¥ Main Menu ¥ Biling ¥ Maintain Bills ¥ Express Billing Worklist & Home | SignOut

Billing ~ | Search Advanced Search AddTo ¥ Q O]

£ S5 Groun T oK

Related Content v | New Window | Help | Personalize Page =

oo
Unit SCAIK Bill To  CST0000043 Pretax Amt 140925 USD
Invoice  AK00000980 Aiken Regional Medical Centers = Max Rows 108 2
Bill Line Q|1 12 v | View1
seq 1 Line NetExtended 1,256 25
Description Web Shooters
Bill Line Note [a]1 v | ViewAl
Standard Note Flag Standard Note Code + H .
Internal Only Flag Note Type  CUSTNOTE
Note Text a
If applicable, enter additional information here
205 characters remaining

Step 26: In the Bill Lines section, click the Arrow symbol next to the Line Information tab to view
additional fields.

Favorites > Main Menu > Biling ™ > Maintain Bils > > Expiess Billing Worklist # Home | Sign Out
PT— Advance Search a2 @
=i | SOUTH CAROLINA Notifications ~ NavBar

Bill Lines
||?‘> Q| 1-20f2 v | View5

Charge Details ~ Lina Information
Sel Seq Line  “Description *Quantity | *UOM “Unit Price Gross Extended | AR Account :::;’.:::
= 1 | web Snooters [ 25,0000 |[EA al | sozs00 1,256.25 12004 40400 [+] ][
o 2 [Fishing Nets [ 10.0000]|[EA al || 15 3000 153,00/ 12004 40400 ‘+ |7
Go to Header Notes Accounting Distributions
Navigation \ Billing General v Page Series
Prev Next

Step 27: Scroll to the Tax Code field.

Favorites > Main Menu > Biling Maintain Bills * > Express Biling Worklist # Home | SignOut

Billing = Search vanced S h
PT— Advanced Searh it 2 @

%3 | SOUTH CARDLINA Notications ~ NavBar

ety | S AR Revenue . Tax
Quantity "UOM UnitPrice | Gross Extended | oo = RvenU®  Line Type Accumulate From Date Through Date Tax Code et
[ 25.0000| [EA a] [ sease | 1,256.25| | 12004 40400 [rev Q [1osozs ] [110a2025 | Q o
[ 10.0000||[EA al [ 15300 | 153.00] | 12004 40400 |rev Q [1t062025 | | [1110072025 | a| o
Her Notes Accounting Distributions
Navigation ‘ Billing General - Page Series
Prev Next
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11
Step 28: Click the Tax Code Lookup button to select the appropriate county code for your
campus/department. Add the Tax Code to all applicable billing items. Be sure to click the Save button
once the Tax Code field is populated.

Worklist A Home Sign Out

i~ QD O]

Favortes ¥  Main Menu ¥ Baing ¥ Maintain Bills ¥ Express Billng

Look Up Tax Code X

SOUTHCAROLINA Help g Notfications  NevBar
“SetlD MSCAR

axcode [vogmwn v ]

Search Results

Collector |MISC_AR

View 100 1-240124 v

Tax Code Description

MS1002 | Misc AR Aiken County — —

MS1003 | Misc AR Allendale County

MS1007 | Misc AR Beaufort County

MS1009 | Misc AR Calhoun County Tax | Ex

- “ o AR
Quantity | “UOM 'Unit Price Gross Extended | ¢ PP e —— From Date Through Date Tax Code Exempt | Ce

MS1022 | Misc AR Georgetown County

[ 250000 |[EA a| | [ 502500 | 1,256.25| 12004 11002025 [E] ([110e2025 [ || Q| 0 \I:

MS1023 | Misc AR Greenville County

[ 10.0000] |[EA al | [ 1s3000] | 153,00 | 12004 o e 062025 | |[1woezo2s [ || al o [

Her Notes Accounting Distributions. MS1032 | Misc AR Lexington County
Navigation I Billing General > Page Series MS1040 | Misc AR Richland County
Prev Next MS1041 | Misc AR Saluda County

MS1042 | Misc AR Spartanburg County

MSANAA | e AD 1inian Panmts

< - — >

e —
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12
Before updating the Bill Status, always review the invoice details for accuracy by using the Related
Content which can be found at the top right of the screen.

Step 29: Click the Related Content drop-down arrow.
Step 30: Click the Billing Details option.

Step 31: The Bill Lines query populates at the bottom of the Express Bill page. Be sure to pay attention
to the following:

e Line Amounts

e Total Invoice Amount

e Chartfield Information

e Tax Code and Description

Main Manu ~ T b r—"— Workist | i Home Sign Out

BT —E R )

WTH E'\.I‘\('JUN"\ Notifications NavBar
Related Content v New Window | Help | Personalize Page =

Billing General
Billing Detaits (Estimated)

Unit  SCAIK Invoice  AKDO0D00980 Pretax Amt. 140825 USD
Bill Status |NEW Q “Invoice Date | 11/06/2025
*Bill Type | AIK
CycleID |MISC_AR “Frequency L ~

> Customer Information

> Payment Information

~ Header Detail

“Accountina Date | 111062025 =]
~ Related Content Billing Details (Estimated) <3
S— —_— e
taveicel .
R - e |,
Business Line Uine Tax [ LineToal  avice  Total | tvoice Line rc Created
Bl evekce  Inveice Due Customer Lie  Line  Line Line Accounting Disty Operating Cost  Createa Empioyee
O campus) Status  Number  Date  Dote “USO™SID Cyame™ number escription Quantity  gyte | Amount (AR | MOV - PR T To AMHT e Line Distrbutiar} ynjg - DSPAMMeNt Fund Account Class|Business Froject ACIY guar pyip (DY CuSCID
(Est)
Aken
1 SCAK NEW AKDOUDISED 110672025  CSTOD00O43 fedion! 10 e 250000502500[1256250  0.000f 1256250 1409250 0.000|1409250|1/06/2025 1 1256250(AKD00  S1VM64  E2084 40400 301 wGToDD Meoe aaaisarzs
Centers
Aiken
- 3 Regional Fishing . . . . Marjorie 040
2 SCAK NEW AKDDDDDSED 110672025  CST0000043 edions 2™ 100000 15.3000] 153000 0.000| 153000 1409250 0.000/1409.250[11/06/2025 1 153000)AKN0O 511164 E2084 40400 301 WGTODD T Quaisarzs
Canters

e —
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Step 32: Click the three vertical dots to close the Billing Details query before updating the Bill Status to

RDY.

Favortes ¥ Main Menu ¥

20 | SOUTHCAROLINA

Billing General

Unit  SCAIK

Bill Status

Biling ¥

Maintain Bills ¥ > Express Billing

Invoice  AK00000980

NEW Q

Pretax Amt 140925 USD

13

Worklist | i Home Sign Out

O]

NavBar

v 2
Notifications

Related Content v | New Window | Help | Personalize Page =

*Invoice Date |11/06/2025
*Bill Type |AIK
CycleID |MISC_AR “Frequency v
> Customer Information
> Payment Information
v Header Detail
“Accountina Date |11/0672025 .
v Related Content Billing Details (Estimated)
B oy e nvoce Due coomer toetne oo U e UnTer UseTm lmvoce "TOM e uccoumng et o 0%, oporsang a3 Cost Crestea
RO gy Status  Number Date  Date CS°™C'D “xame Number Description Quantty skt Amount AT Amount Pretex  Tax ToAmt "oy Line ONSIUNON.7 Uit - POSTOanC Fund _Accomd; Class Busiseas. PRject ACY | gjui iy
(E
Alken
1 SCAIK NEW AKDOODOSEO 11/06/2025  CST0000043 R 10D e 250000502500 1256250  0.000 1256250 1409250 0.000 1409250 11062025 1 1256250 AKOOO 911164  E2084 40400 301 1GTODD Marie Qugisaras
Alken
v | AKDo000 20 E 43 Regional Fishing 0 5 o 53.000 14 0 o 53.000 AKOO > . sTopD Mariorie 5
2 SCAK NEW AKDDOD0360 110672025  CST0000043 jedons 2 100000 153000 153000 0000 153.000 1409250 0.000 1409250 11/062025 1 153000 AKQOO 911164  E2084 40400 301 MGTODD 7510 Qa9154725
Centers
« >

Step 33: When all billing information has been reviewed and finalized, click the Billing Status Lookup
button to change the status from NEW to RDY. Click the Save button once the status is updated.

Maintain Bills ¥ Express Billng

Workiist | i Home

a2 O)
Notfications ~ NavBar
Related Content v | New Window | Help | Personalize Page =

Sign Out

Billing ~ | Search | » [r—p—

Billing General Look Up Bill Status X

Help
: Select one of the following values:
Unit  SCAIK Invoice  AK00000980

CAN | Canceled I

- FNL | Finalized Bill
*Bill Type |AIK |
T ———— HLD | Hold Bill
Cycle ID
4 0 | INV | Invoiced Bill
' ]
> Customer Information NEW | New Bil

PND | Pending Approval

RDY | Ready to Invoice

TMP | Temporary Bill

> Payment Information

%) =
Header Detail 8l TMR  Temporary Ready Bill

“Accounting Date |11/06/2025 m
ey |
“From Date [11/05/2025
Sales Person |MISCARO1 ‘
Credit Analyst |MSCAR CA | Collector

e —
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Step 34: Notice the Invoice number is populated, and Bill Status is RDY.

Favorites > Main Manw = Bling v > Maintsin Bils ¥ > Express Biling Workiist | i Home Sign Out

4 @

Advancod Seach

B | AddTo + =
25 | SOUTHCAROLINA Notfications  Nevlar
Related Content v |  New Window Halp Parsonalize Page =

Billing General
Unit  SCAIK Invoice  AKOD000930 Pretax Amt 140925 USD
| Bill Status ‘an Q | *Invoice Date | 11/06/2025 H
*Bill Type | AIK
CycleID |MISC_AR “Frequency v

» Customer Information

Step 35: Now that all the invoice details have been finalized and the status updated to RDY, it’s time to
submit the invoice. To do this click the Invoice icon at the top right of the page.

Favortos ™ Main Manu ¥ Bling ™ > Maintain Bils ™ 3 Expre: Workiist | #i Home Sign Out

UNIVERSITY OF L -
%&; SOUTH CARDLINA Noffications ~ Navilar
Related Content v | New Window | Help | Personalize Page &

Billing General
Unit  SCAIK Invaice  AKODO00980 Pretax Amt 140925 USD
Bill Status |RDY Q “Involce Date | 11/06/2025
“Bill Type |AIK
Cycle D |MISC_AR “Frequency v

> Customer Information

Step 36: Click the OK button when the Success Message appears.

Favoriles = Main Manu = 3 Maintain Bills x g | #& Home Sign Out

asgro - B @®

SOUTHCAROLINA Nofications  avBar
Related Content | New Window | Help =

Billing General
Unit  SCAIK Invoice  AK00000980 Pretax Amt 140825 USD ]
Bill Status *Invoice Date | 11/06/2025
“Bill Type ‘NK
CycleID | MISC_AR
The system will email this invoice fo the Customer. Would you like fo proceed? (30000,258)
> Customer Information I you choose "Yes", the system will email this invoice to the customer

If you choose "No™ to email, please review and update the Invoice Media option under the Customer Information Address Section
> Payment Information
No

~ Header Detail

“Accounting Date |11/06/2025
“From Date |11/06/2025 l *To Date | 11/08/2025

Sales Person [MISCARO1 |

Credit Analyst |MSCAR_CA | Collector |MISC_AR

st |AK_BILL Q

Business Services.
System Source

Lines to Add IE + — B ElE Max Rows. & = o

*Billing Specl

e —
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After a few minutes, an invoice can be viewed and saved using the following steps. Use the navigation:
Main Menu > Billing > Locate Bills > Bills Invoiced

Step 37: Click the Unit Lookup button and select the unit for your campus.

W

| #& Home Sign Out

o

AddTo =

MavBar

Look Up Unit X

“unit [SCAIK = ~Gurrency Option | Transal Business Unit | begins with ~ [ I
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Step 38: On the Billed Invoice page, click the *ID Lookup button to select the appropriate customer.
Step 39: Enter the customer ID in the Customer field.
Step 40: Click the Search button.

Step 41.: Click the link for the customer to populate the *ID field on the Bills Invoiced page.
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Step 42: Click the Search button.
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Step 43: In the Bill Search Results section, click the Invoice link.
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Step 44: Click the View Invoice Image link to view/save the invoice.
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