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I. Objectives

By following the processes below, you should be able to successfully:
e Create a new Customer
e Add Contact information for a new customer
e View customer contact information
e Create an invoice
e Create a deposit using the MAR Clearing Account

Il. Tips and Tricks

Here are few tips and tricks that will help when setting up customers, invoicing, and depositing
through the MAR module:

e Save and keep track of your Customer IDs.

e For any issues with setting up customers/customer contacts, reach out to the MAR team —
miscar@mailbox.sc.edu.

e Revenue accounts are primarily used for invoicing. The MAR Clearing Account should never be
used for invoicing.

e Invoices cannot be corrected once they have been submitted. A cancellation form must be
completed and submitted, and an updated invoice should be created as appropriate.

e When adding tax, be sure to select your tax code carefully. The menu provides tax codes for all
counties. If you have questions about sales tax, please contact the MAR team for assistance.

e Before changing the status to RDY and clicking the invoice icon, review your invoice details
carefully.

e The MAR Clearing Account should always be used for deposits.
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lll. Creating a New Customer

Main Menu > Customers > Customer Information > Create Customer Information

Step 1: Click the Add a New Value button. The SetID will always be MSCAR.

General Information

Find an Existing Value

v Search Criteria

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

1) Recent Saved
Searches I Choose from recent searches v] / ﬂ e [ Choose from saved searches v] /

*SetlD [MSCAR Q|

Custemer ID [ begins with v] [ Q]

Name 1 [ begins with VI [ ]

Name 2 [ begins with V] [ ]

Customer Status [ = v] [ vl

Telephone [ begins with “] [ ]

l l
l l
l l
l l

Address Line 1 [ begins with w

City [ begins with

State [ begins with ~

Postal Code [ begins with ~

» Show fewer options

[ Case Sensitive [J Include History [ Correct History

EOTUI\P\V'* roh

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

General Information

Add a New Value Q Find an Existing Value

“SetlD |MSCAR Q
“Customer ID |NEXT Q
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Step 3: Under the General Info tab enter the name of the customer in the Name 1 field.
The Name 2 field can be used to enter an additional name for the customer.

Step 4: In Roles section, be sure to check the Bill To Customer, Ship To Customer, Sold To boxes. The
Correspondance Customer, Remit From Customer, and Corporate Customer boxes should auto
populate.

Favorites ¥ Main Menu ¥ Customers ™ > Customer Information ™ > General Information Workdist & Home Sign Out

e e~ @
“AROLINA Nolification  NavBar

New Window | Help | Personalize Page
SetlD MSCAR Customer ID  NEXT General Info Links | ...More
“Status  Active . Level Regular
“Date Added  02/07/2023 *Since  01/01/1901 *Type User 1
“Name 1 | Joanne Callahan *Short Name Joanne Cal
Name 2
Currency Code USD Rate Type CRRNT
Roles
E Bill To Customer Correspondence Customer
Bill To Selection Correspondence Selection
[ Ship To Customer Remit From Customer
Ship To Selection Remit From Selection
[¥ Sold To Customer Corporate Customer
Sold To Selection Corporate Selection
roker Lustomer Consolidation Business Unit
Indirect Customer Grants Management Sponsor

Step 5: In Support Teams section, the Default box should be auto checked.

Favorites ™ Main Menu ™ Customers ¥ > Customer Information > General Information Workist | #iy Home | SignOut

B oo BN - - B @
=k | SOUTH CAROLINA Notification  NavBar

Support Teams

B Q 1-10f1 - | View Al
Team Code Default Description
MSC_AR Miscellaneous AR + -

Step 6: In the Address Locations, add the street address in the Description field for Location 1. Check
boxes (6 total) for Bill To, Ship To, Sold To and 3 Primary boxes.

Favorites ¥ Main Menu = Customers ¥ > Customer Information ¥ > Ganeral Information Worlkdist #& Home Sign Out

e ] - 5o wn- A D
SOUTH CAROLINA. Notification  NavBar

MSC_AR Miscellaneous AR = -
Address Locations Q | 1of1 | View All
+ -
N 5 EBill To Primary Broker Primary
Location 1 Ship To Primary Indirect Primary
Description ISQB Main Street ESold To [ Primary (@ Correspondence Address
RFID Enabled
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Step 7: In the Address Details section, duplicate the street address in Address 1 field, (can copy from

Description box above) as well as the City, State, and Postal Code.

Main Menu ~ Customars ™ 5> Customer Information ¥ 5 Genaral Information Wiorklist A& Home Sign Out
wow DD
HUTH CAROLINA Notfication  NavBar

+ -

. ) Bill To Primary Broker Primary

Location 1 Ship To Primary Indirect Primary
M Sold To € Primai [ Correspondence Address
Description 999 Main Strest o 8 i L P
RFID Enabled
Address Details Q | 1of1 - View Al
+ -
*Status | Active -

*Effective Date 02/07/2023
Language Code English

Country USA Q. Upjted States

Address 1|999 Main Street I
View Phone Information

Address 2

Address 3

Postal

General Info Links  ...More
Correct History

Add Update/Display Include History

Save Notify Refresh

#rHome | Sign Out

Step 8: Click the Save button to assign a customer ID.

Favurtes ™ Moin Merua ™ o e —
HCARDUINA
Team Code Default Description
MSC_AR Miscellaneous AR 4+ =
Address Locations Q | 4 4 202 | Viaw All
+| -
. N Eein To () Primary Broker Primary
Location 2 EShip To OPrimary Indirect Primary

Sold Te Prit [ d Adds

riticn (345 squmrs Avs ESold To O Primary [ Correspondence Address
RFID Enabled

Address Details Q 10f1 - | View Al
+ -
*Effective Date D2/07/2023 “Status | Active

Language Code  English

Country USA Q| Unineq states

Address 1 345 Square Avenua

Address 2 View Phone Information

Address 3

City Columbia in City Limit
County Postal 29208
State SC Q  South Carolina
General Info Links More
E ReturntoSearch | PreviousinList | Nextinlist | MNotify = Refrash Add | UpdateDisplay  Include History | Corrsct History

- ________________________________________________________________________________________]
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Step 9: Once saved, a Customer ID is assigned. The customer Status will be Inactive until the submission
is approved and activated by the Controller’s Office. An email will be sent to the Controller’s Office
stating that a customer was created and is awaiting approval.

Favorites Main Menu ¥ Customers ™ > Gustomer Information ™ > Ganeral Information Workdist A Home Sign Out

e A O
OUTH CAROLINA Notification  NavBar

New Window | Help | Personalize Page
General Info
SetlD MSCAR Customer ID  CST0000009 General Info Links | ...More

“Status I:l Inactive As Of 02/07/2023 Level Regular

*Date Added  02/07/2023  [izi] *Since  01/01/1901 *Type  User 1
“Name 1 Joanne Callahan “Short Name Joanne Cal
Name 2

Currency Code USD Rate Type CRRNT

Step 10: Once approved by the Controller’s Office, the status will reflect as Active and an email will be
sent to the user confirming activation for billing.

Favorites Main Menu ¥ Gustomers ™ > Gustomer Information > General Information Worklist # Home Sign Out
8 g wn- B O
2 | SOUTH CAROLINA Notification  NavBar

MNew Window | Help | Personalize Page
General Info
SetlD MSCAR Customer ID  CST0000009 General info Links: |...More
_— e
*Date Added 02/07/2023 *Since 01/01/1901 *Type User 1
“Name 1 Joanne Callahan “Short Name Joanne Cal
Name 2
Currency Code USD Rate Type CRRNT
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IV. Adding a Customer Contact
A customer contact must be added to a customer before they can be invoiced.
Main Menu > Customers > Create Customer Contacts

Step 1: Click the Add a New Value button. The SetID will always be MSCAR.

Contact Info

Find an Existing Value

~ Search Criteria

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

1) Recent Saved
O Searches I Choose from recent searches Vl / l:l Searches I Choose from saved searches VI /

“SetlD IMSCAR Q I

ContactID | begins vith v| | Ql

Contact Name { begins with VI I ]

Customer SetlD { begins with v] I Q l

Customer ID { begins with v] I Q l

Customer Name [ begins with VI I ]

~ Show fewer options

[J Case Sensitive [J Include History [ Correct History

Step 2: Click the Add button.

Contact Info

Add a New Value QFind an Existing Value

*SetlD |WMSCAR Q
“ContactID |NEXT Q
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Step 3: On the Contact Information page in the Contact Information section, enter the contact’s name
in the Name field and carefully enter the contact’s email address in the Email Address field to ensure
the invoice is successfully received.

Step 4: Click the Contact Customers link at the bottom left of the page.

New Window | Help | Personalize Page

Contact Information
Maintain Contacts

SetlD MSCAR Contact ID  NEXT
Contact Information Q 1of1 - View Al
“Effective Date  02/07/2023 “status | Active +
*Name [Pam Hayas “Contact Flag  Extemal Contact
Title

“Email Addross |phayﬂs@mzlh=nsn ady

Salutation Gode. Q
Salutation
“Praferred Communication Email & Print
Language Code  English

Persan ID

Contaet Customers Coatact Phone and Type

Sava || Motity Add UpdatelDisplay Include History  Gorrect History

Step 5: In the Contact Customer section, click the Customer ID Lookup button.
Step 6: Enter the Customer ID number in the Customer ID field.

Step 7: Click the Search button.

Step 8: Click the Customer ID or Name 1 hyperlink. This will populate the Customer ID field in the Link to
Contact to Customer section of the page.

[ ) Look Up Customer ID
A | SOUTHCAROLINA Neticason fsar

Help New Window | Help | Personaiize Page

Contact Information Customer SetiD MSCAR
Contact Customers Customer 1D begns with
Contact SetiD  MSCAR ContactID  NEXT Name 1 | begins with
Contact Information flow Al
Clear | Cancel | BasicLookup
Effective Dats  02/07/2023 Names  Pam Hayes Search Results
Link Contact to Customer Viee 100, LR
5 Q Customer ID Name 1
G | s
Pl “Customer ID Customer Name “Location

MSCAR Q. [a] a E

Contact Information
Contact Phone and Type

| s | oty jory
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Step 9: Click the Location Lookup button and select the correct Location for the contact. This will
populate the Location field in the Link Contact to Customer section of the page.

Contact Information
Contact Customers

Contact SetiD  MSCAR

Contact Information

Link Contact to Customer

5 Q

Customer  Self Service Security
“Customer
Sty “Customer ID
MSCAR Q

CSTO000009 Q.

Contact Information

Contact Phone and Typs

ey

Effective Date 0200712023

ContactlD  NEXT

Name  Pam Hayes

Customer Name

Joanne Callahan E

Look Up Location

Customer SetiD

MSCAR
Customer ID CST0000009
Description  begins with

Search | Clear  Cancel

Basic Lookup
Search Results

View 100 1202

Address Sequence Number Description

i T
2

345 Square Avenue

Help

flew All

Sign Out
%)

New Window | Help | Personalize Page

Step 10: Click the Save button.

Cuslomrs ™

UTH CAROLINA

Contact Information
Contact Customers

Contact SetiD  MSCAR

Contact Information

Effactive Date  02007/2023

Link Contact to Customer

5 Q

Customer || Self Servics Sacurity
P “Customer 1D
MSCAR Q@

csToooooos @

Contact Information

Contact Phone and Type

e

Contact D NEXT

Mame  Pam Hayes

Custamer Name

“Location

Joanne Callahan

1Q 989 Main Strest

10f1 | View Al
14 of i
Primary Bill  Primary Primary Sold
ke Ship To To
a | -
Add | Updste/Display | Include History | Correct History

Woeklisl | i Home | Sign Out

AT v @D

Mow Window | Help | Personalize Page

Main Moru ~

Contact Information
Contact Customers

Contact SetiD  MSCAR

Contact Information

ContactID CNT18

1of1 View All
Effective Date 021072023 Mame Pam Hayes
Link Contact to Customer
5 Q -1af 1
Customer Sell Service Saourity
“Customer o Primary Bill  Primary  Primary Sold
SetiD. *Customer ID Customer Name Location To Ship To To
MSCAR CSTOODODDS Joanne Callahan 1Q, 898 Main Strest + -
Contact Information
(Contact Phone and Typs
Save | Motity Add | UpdateDisplay = Includs History  Correct History

Step 11: Click the Contact Phone and Type link at the bottom left of the page.

Workist | Home | Sign Out
[P 1 @

Notffeation  NauBar

New Window | Halp | Personalize Page
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Step 12: On this page, click the Phone Type Lookup button and select the appropriate type from the list.

XUTHCAROLINA

Contact Information
Contact Phone and Type

SotiD  MSCAR
Contact Information

Effective Date  02107/2023

Contact Phone Information
5 Q

“Phone Type  Area Code Phone Number

Contact Type Information
® Q

Contact Type Description

Q

Contact Information

ContactD CNT18.

Name Pam Hayes

1-10t1

Extension Primary Phone
1ol | View a1
+| -

Contact Customers

Add | UpdatoiDisplay  Include History

Look Up Phone Type x

Holp
Select one of the following values:

BUSN Business Phone

CAMP Campus Phone
CELL  Cefular Phone
DORM Dormitory Phone
FAX  FAX

HOME Home Phone
MAIN  Main

OTR  Other

PGR1 Pager 1

PGR2 Pager2

TELX  Telex

Cancel

New Window | Help | Personalize Page

Step 13: Enter the Area Code and Phone Number in the appropriate fields.

Step 14: Click the Save button.

Contact Information
Contact Phone and Type

SeliD  MSCAR

Contact Information

Effactive Date 0210712023

Contact Phone Information

ContactID  CNT18

Q 1of1

Name Pam Hayes

5 Q dof 1
*Phone Type  Area Code Phone Number Extension Primary Phone
BUSN Q lsna | lm-un =
Contact Type Information
® Q 1101 | View An
ContactTyps  Description
Q | -
Contact Information Contact Customers
E Notify Add | UpdateDisplay = Includs History

| View an

Corract History

Mew Window | Help | Personalize Page
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V. View Customer Contact Information for a Customer
Main Menu > Customers > Contact Information

Step 1: Under the Find an Existing Value tab, click the Search button.

Fawia = Main Mo S — Workist | fi Home | Sign Out

I S o e B
A CAROULINA

et

Hew Window | Help
Contact Info

¥ Search Criteria
*SetiD = MSCAR
Contact D begins with
Contact Name begins with
Customer SellD  begins with -
Customer ID  beéging with.

Customer Neme _ begins with

[include History () Correct History [ Case Sensitive
| s e s S i

Find an Existing Value | Add a New Value

Step 2: Scroll through the list at the bottom of the page to see which contacts are assigned to a
customer.

Note: Customers can be sorted in ascending/descending order by clicking the Customer ID header.

Cuslomars ¥ Canlact Informatin B st | i Home | SignOut
. Rt v
ARDLINA

Customer Name _ begins with

Olinclude History (] Corract History  [)Caso Sensitiva

Soarch | Clear | Basio Search (& Save Search Criteria

Search Results

View Al 1180118

SetiD ContactlD ContactMame  Customer SetiD Customer Name

MSCAR CNT8  Kathy Blackbum  (blank) (blark) (btank)

MSCAR CNT1 Jane FUAT Testing MSCAR CSTO000001 Jane FUAT Testing 1.31.23

MSCAR CNT2 Backdals s Due  MSCAR CSTO000002 Backdated Customer

MSCAR CNT6 Pam Hayes MSCAR CSTO000003 Salk FUAT 1

MSCAR CNT4 Kathy Blackoum  MSCAR CST0000003 Salk FUAT 1

MSCAR CNTS  Kathy Blackbum  MSCAR CSTO000004 BFT FUAT (1)

MSCAR CNT3  PamHayes MSCAR CST0000004 BFT FUAT (1)

MSCAR CNTT Pam Hayes MSCAR CST0000005 BFT FUAT (2)

MSCAR CNTS  Kathy Blackbum  MSGAR CSTO000008 SMT FUAT 1

MSCAR CNTI0  Pam Hayes MSCAR CSTO000008 SMT FUAT 1

MSCAR CNT12  Kathy Blackbum  MSCAR CSTO000007 LANC FUAT (1)

MSCAR CNT11  PamHayes MSCAR CSTO000007 LANC FUAT (1)

MSCAR CNT14  Kathy Blackbum  MSCAR CSTO000008 LANC FUAT (2)

MSCAR CNT13  PamHayes MSCAR CSTO000008 LANC FUAT (2)

bﬂscm CNTI8  PamHayes MSCAR CST0000003 Joanne Callahan

MSCAR CNT18  Pam Hayes MSCAR CSTO000010 Ajken FUAT 1

MSCAR CNT15  Kathy Blackbum  MSGAR CSTO000010 Ajken FUAT 1

MSCAR CNT17  Pam Hayes MSCAR CSTO000011 PH FUAT LANG (1)

MAR Job Aid 2025
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Note: Each contact is assigned an ID.

Search Results

View All 1-18 of 18 -

SetlD Contact ID Contact Name Customer SetlD Customer ID Customer Name

MSCAR|CNT18 Pam Hayes MSCAR CST0000009 Joanne Callahan

Step 3: Click an applicable row to view additional Contact information.

Customer Name _ begins with -
Dlinclude History [ Gorract History  [)Case Sensitive

Search | Clear | Basic Ssarch O Save Search Criteria
Search Results
View Al 1-18af 18
SetiD ContsctlD ContactMame  CustomerSetiD CustomerlD CustomerName
MSCAR CNT&  Kathy Blackbum  {blank) (blank) (blark)
MSCAR CNT1 Jane FUAT Testing MSCAR CSTO000001 Jane FUAT Testing 1.31.23
MSCAR CNT2 Backdate s Due  MSCAR ©STO000002 Backdated Customer
MSCAR CNT8 Pam Hayes MSCAR CSTO000003 Salk FUAT 1
MSCAR CNT4 Kathy Blackbum ~ MSCAR CSTO000003 Salk FUAT 1
MSCAR CNTS  Kathy Blackbum  MSGAR CSTO000004 BFT FUAT (1)
MSCAR CNT3 Pam Hayes MSCAR CSTO000004 BFT FUAT (1)
MSCAR CNT7  Pam Hayes MSCAR CST0000005 BFT FUAT (2)
MSCAR CNTS  Kathy Blackbum  MSGAR CSTO000008 SMT FUAT 1
MSCAR CNT10  Pam Hayes MSCAR CSTO000008 SMT FUAT 1
MSCAR CNT12  Kathy Blackbum  MSCAR CSTOO00007 LANG FUAT (1)
MSCAR CNT11  PamHayes MSCAR CSTOG00007 LANG FUAT (1)
MSCAR CNT14  Kathy Blackbum  MSGAR CSTO000008 LANG FUAT (2)
MSCAR CNT13  Pam Hayes MSCAR CSTO000008 LANG FUAT (2)
MSCAR CNT16  Pam Hayes MSCAR CSTO000010 Alken FUAT 1
MSCAR CNT1S  Kathy Blackbum  MSCAR CSTO000G10 Alken FUAT 1
MSCAR CNT17  Pam Hayes MSCAR CSTO000011 PH FUAT LANC (1)

Step 4: On the Contact Information page you will find the Contact’s email address and phone number
by clicking the Contact Phone and Type link.

Main Moru =

Naw Window | Help | Personalize Fage
Contact Information
Maintain Contacts

SetlD MSCAR ContactID  CNT18
Contact Information Q | of1 Wiaw Al
“Effoctive Date 0200712023 “Status | Active ] +
*Name  Pam Hayes *Contact Flag  External Contact
Title

*Emall Address [ phayss@maibox.sc.adu

Salutation Code Q
Salutation
“Preferred Communication Email & Print

Language Code  English

Persan iD
Save | RetumtoSearch | PreviousinList | MNextinList | Notify Add | UpdatelDisplay  Include Histery ~  Correct History
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VI. Creating an Invoice
A customer can be invoiced once activated.
Main Menu > Billing> Maintain Bills > Express Billing
Step 1: Click Add a New Value tab.

Note: Business Unit should correlate to your Campus.

Msin Mierus ~ Bileg ™

ARDLINA

Mew Window | Help
Express Bill Entry

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

Find an Existing Valua Add a New Valua

' Search Criteria

Business Unit = SCAIK a
Inveice  begins with Q

Bill Status | =
Gustomer | begins with - Q

Contract  begins with -
Bills in Business Unit = Qa

Template Invoice Flag =

[JCase Sensitive

Search | Clear | Basic Search & Save Search Criteria

Find an Exisling Value | Add a New Value

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

Favorites ¥ Main Menu Biling

dvanced Search B Last Search Results

£ Siicwoun

New Wina{
Express Bill Entry

Find an Existing Value || Add a New Value

*Business Unit |[SCAK Q

“Invoice NEXT

Bill Type Identifier Q
Bill Source Q
Customer Q
Invoico Date =)

Find an Existing Value | Add a New Value

MAR Job Aid 2025
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Step 3: On the Billing General page, enter the invoice date in the Invoice Date field. The invoice date is
typically the current date.

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

Favorites ¥ Main Menu ¥ Billing = Maintain Bills ™ Express Billng Worklist #& Home Sign Out

(o [ - B @
Notification NavBar

| NewWindow | Help | Personalize Page

% | SOUTHCAROLINA

Billing General

Unit  SCAIK Invoice NEXT Pretax Amt 0.000
Bill Status NEW Q *Invoice Date | 02/07/2023
*Bill Type  AIK
CycleID MISC_AR *Frequency Once

~ Customer Information

*Customer E View Customer Activity

b Address

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.

Favorites ¥ Main Menu ¥ Billing ¥ Maintain Bills ¥ Express Billing Worklist | 4 Home Sign Out

Look Up Customer AddTo v A (%)

Notification  NavBar

| NewWindow | Help | Personalize Page
SetiD MSCAR

Billing General
Customer | begins with - |CST0000009
Unit SCAIK Invoice NEXT Name 1 |begins with -

Bill Status NEW. Q

“Bill Type AIK | Search I Clear | Cancel | BasicLookup

CycleID MISC_AR Search Results
View 100 1-10f1 -

¥ Customer Information
| Customer Name1 InterUnit

*Customer Q ST0000009| Joanne Callahan N Y

» Address

1
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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

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

firess

15

“Attention To 1Q Contact Name |Doreen Michaels

*Location 1Q

Number of Copies 1

Language Code ENG *Invoice Media | Email

Email Address doreenm@mailbox.sc.edu

Country  USA United States
Address 1 F.O. Box 889
Address 2
Address 3

city Lancaster

County Postal 29721

State SC

South Carolina

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. ** Remember,
no attachments can be added by the system.

e Select Print if you would like to print/save the invoice and email the invoice to the customer to
include additional attachments.
~ Customer Information
*Customer CST0000009 Q View Customer Activity
Joanne Callahan
~ Address
*Attention To 19 Contact Name Pam Hayes
*Location 1Q

Number of Coples
Language Code ENG “Invoice Media [LALLLL!

Email Address  phayes@mailbox sc.edu
Country USA  United States
Address 1 ggg Main Street
Address 2
Address 3

City  Columbia
County

Postal 29008
State g

South Carolina

MAR Job Aid

2025
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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.

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

Address 2
Address 3 Look Up Pay Terms x

City Columbia
County
State g¢

EPlymem Information
*Pay Terms  NET15
Remit To SCDEP
Paid Reference
Paid Amount

Letter of Credit ID

South Carolina

(=

0.00

*SetiD

| Search Clear

Search Results
View 100

Payment Terms ID

MSCAR

Payment Terms ID _ begins with -

Cancel | Basic Lookup

1-30f3 -

Description

IMMED

INET15

Due Immediately

Due in 15 Days

Help

Letter of Cred [NET30 Due in 30 Days

Step 13: In the Header Detail section, click the Billing Specialist Lookup button to select the Billing

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

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

~ Header Detail

*Accounting Date |09/03/2025

*From Date |09/03/2025

Sales Person MISCARO1

—CTeditATatystSEAR A

*Billing Specialist Q

System Source

Look Up Billing Specialist X
Help
SetlD SCCOoL
Billing Specialist | begins with
Name 1 | begins with ~

Cancel Basic Lookup

MAR Job Aid 2025



Step 14: In the Bill Lines section, enter the *required fields:

e Description,
e Quantity,
e and Unit price.

Favorites Main Menu ¥

Maintain Bills ¥

SOUTH CAROLINA

~ Header Detail
*Accounting Date 02/07/2023 ?E?\
*From Date 02/07/2023 ?E‘ *To Date 02/07/2023
Sales Person MISCARO1
Credit Analyst MSCAR_CA Collector MISC_AR
ng Specialist AK_BILL Q
Business Services
System Source
Lines to Add s+ = B [SRES] Max Rows 10 B &
Bill Lines
5 Q 1-10of1 - | View Al
Charge Details Line Information 13
Sel Seq Line *Description *Quantity *UOM *Unit Price Gross Extended AR Account  Revenue Account
O 1 Web Shooters | | 25| EA Q 0.00 12004 Revenue Account - -
Go to: Header Notes ‘Accounting Distributions
Navigation  Billing General Page Series
Prev Next
| Save J Notify Refresh Add Update/Display

17

# Home
ﬂ .

Notification

Sign Out

@

NavBar

Add To =

Step 15: Click the Plus button to add additional lines for billed items.

Favorites ¥ Main Menu ¥ Biling ¥ Maintain Bils ¥

Express Billng

SOUTH CAROLINA
*Accounting Date 02/07/2023 j
*From Date 02/07/2023 : *To Date 02/07/2023
Sales Person MISCARO1
Credit Analyst MSCAR_CA Collector MISC_AR
*Billing Specialist AK_BILL Q
Business Services
System Source
Lines to Add 54+ = B & & Max Rows
Bill Lines
5 Q
Charge Details Line Information  II»
Sel Seq Line l[;i;r:ﬁﬂer LookUp) *Description *Quantity *UOM *Unit Price AR Account
(m] 1 Web Shooters 25.0000 EA Q 50.2500 12004
u} 2 02/07/2023 Fishing Nets | I 10| EA Q 12004
Go to: Header Notes Accounting Distributions
Navigation  Billing General Page Series
Prev Next
Save | Notify Refresh

5

10 E

1-20f2

Revenue Account

Revenue Account

Revenue Account

Add

Worklist A Home

Q

Notification

Sign Out

@

NavBar

AddTo ~

| View Al

Update/Display

MAR Job Aid
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Step 16: To add your chartfield information, click the Revenue Account link. ** Remember — this should
be a revenue account. The MAR Clearing Account should NEVER be used for invoicing.

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

Favorites ¥ Main Menu ¥ Biling ¥

& | SOUTH CAROLINA

*Accounting Date
*From Date
Sales Person
Credit Analyst

*Billing Specialist

System Source

Maintain Bills ¥ Express Billng

02/07/2023
02/07/2023
MISCARO1
MSCAR_CA
AK_BILL Q

Business Services

All ~ Search Advanced Search

“To Date  02/07/2023 |

Collector MISC_AR

Workiist | i Home

AddTo Do @

Notification ~ NavBar

Sign Out

Lines to Add 5 = B [SREES) Max Rows 10 B &
Bill Lines
5 Q 1-20f2 - | View All
Charge Details Line Information 1>
Sel Seq Line entifier Look U +pggcription *Quantity *UOM *UnitPrice AR Account  Revenue Account
o 1 Web Shooters 25.0000 EA Q 50.2500 12004 + -—
(m) 2 02/07/2023 Fishing Nets 10 EA Q 15.30 12004 Revenue Account 4+ -
Go to: Header Notes Accounting Distributions
Navigation  Billing General Page Series
Prev Next
Save Notify Refresh Add Update/Display

Step 17: 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.

Favorites ¥ Main Menu Billing ~ Maintain Bills ¥ Exprass Billing Workiist | iy Home Sign Ou

All ~ gearch Advanced Search

@

Nolification  NavBa|

New Window | Help | Personalize Pag|
Billing General Accounting Distributions
Unit  SCAIK BillTo CST0000009 Pretax Amt 1,40925 USD
Invoice  NEXT Joanne Callahan =] Max Rows 10 B =
Bill Line [ | 4 20f2-
Seq 2 Line Net Extended  153.00
Description  Fishing Nets
~ Revenue Distribution
Bl Creates GL Acct Enlries
Revenue
B Q 1401 - | View Al
Acctg Information Reference Information | b
Oper Unit Dept Fund Account Class sﬁ:“"““‘ Project Activity
+ - Q Q Q Q Q Q Q
Percent 0.00 Amount 0.00 Gross Extended 153.00
Go to: Tax Accounting Distributions Discount/Surcharge Notes

1
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Step 18: 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.

Favorites ~ Main Menu ¥

Billing ¥

Maintain Bills ~

Express Billing Workiist | i Home
S - - 0
TH CAROLINA Notification
Bill Line Q | 1-20f2 - | View 1
Seq 1 Line Net Extended  1,256.25
Description Web Shooters
¥ Revenue Distribution
Bl Creates GL Acct Entries
Revenue
5 Q 1-10f 1 - | View Al
Acctg Information Reference Information | I+
Oper Unit Dept Fund Account Class PCBusiness . Activity
+ = | AKooo Q 911164 Q E2084 Q 40400 Q 301 Q a Q Q
Percent 0.00 Amount 0.00 Gross Extended 1,256.25
Seq 2 Line Net Extended  153.00
Description  Fishing Nets
¥ Revenue Distribution
Revenue

Step 19: If applicable, scroll down to add the chartfield information for the second billed item.

Favorites ™ Main Menu ¥ Biling ~ Maintain Bills ¥ Exprass Billing Worklist

A Home

s s e 0
DUTH CAROLINA Noification
Percent 0.00 Amount 0.00 ross Extended 1,256.25
Seq 2 Line Net Extended 153.00
Description  Fishing Nets
¥ Revenue Distribution
Revenue
5 Q 1-10f1 - I View Al
Acctg Information Reference Information (113
o PC Business -
per Unit Dept Fund Account Class Unit Project Activity Pn
+ = | AKoo0 Q 911164 Q E2084 Q 40400 Q 301 Q Qa Q Q
Percent 0.00 Amount 0.00 Gross Extended 153.00
Goto: Tax Accounting Distributions Discount/Surcharge Motes
Page Series
Mavigatien  Accounting - Distributions Prev  Next
Save Notify Refresh Add Update/Display
- ________________________________________________________________________________________]
MAR Job Aid 2025



20

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 20: To add a Header Note, click the Navigation drop-down arrow and select Header — Note from

the list.

Favorites ™ | Main Menu ™ Biling ~

Maintain Bills ¥

Express Biling

All ~ search Advanced Search

Bill Line Q | 4 4 202-
Seq 2 Line Net Extended 153.00
Description  Fishing Nets
¥ Revenue Distribution
Bl Creates GL Acct Entries
Revenue
H Q 1-10f1 +
Acctg Information Reference Information 113
Oper Unit Dept Fund A PG Business  project Activity
Billing General
+ = AKooo o 911164 Q E2084 O 4 Courtesy Copy Addr Q Q
Disc/Surch Contract Liability
Disc/Surcharge
Disc/Surcharge Distribution
Percent 100.00 Amount 153.00 Header - Credit Card 153.00
Header - Note
Header AR Distribution
Line - Note
Goto: Tax Accounting Distributions Line - Tax info Notes
Line - VAT Info Page Series
Navigation | Accounting - Distributions |j| Prev Next
| Save Notify Refresh Add

Worklist #& Home Sign Out
o~ O @
Notificaion  NavBar
| View All
| View All
Q
Update/Display

Step 21: Enter a Bill Header Note in the Note Text box and click the Save button.

Favorites Main Menu ¥ Billing

JTHCAROLINA

Billing General Header - Notes

Unit  SCAIK
Invoice NEXT

Bill To

Bill Header Notes

‘Standard Note Flag

Internal Only Flag

Note Text:

Maintain Bills ¥

FUAT

Expross Biling

CST0000009 Pretax Amt
Joanne Callahan
Q| 10f1 -
Std Note
Note Type

All = Search Advanced Search

1,409.25 USD

Customer Notes

| View Al

+ =

If applicable, enter additional information hera.

205 characters remaining

Goto:

Billing General | Header - Notes

Refresh

Header Notes Accounting Distributions

Navigation Header - Note

Page Series

Prav Next

Add UpdatelDisplay

Workist | i Home

Sign Out

@

NavBar

AddTo =
Natification

New Window | Help | Personalize Page

MAR Job Aid
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Step 22: To add a Bill Line Note, click the Navigation drop-down arrow and select Line-Note from the
list.

Favorites Main Menu ¥ Billing Maintain Bills ~ xpress Billing 5 0 Sign Out

Nolification  NavBar

New Window | Help | Personalize Page
Billing General Header - Notes
Unit  SCAIK Bill To CST0000009 Pretax Amt 1,409.25 USD
Invoice  AKDO000002 Joanne Callahan Customer Notes
Bill Header Notes Q 1of1 - | View All
Standard Note Flag + -
Std Note
Internal Only Flag Note Type CUSTNOTE
Note Text: Customer Note
If applicable, enter additional information here. @
Accounting - Distributions
Billing General 4
205 characters remaining Courtesy Copy Addr
Disc/Surch Contract Liability
Goto: Header Notes ez e
Disc/Surcharge Distribution
Header - Credit Card
Navigation + Header - Note Page Series
Prev Next
Line - Tax info
Line - VAT Info
ve o pdate/Display
| Sa J Notify Refresh Add Update/Displ

Step 23: Enter a Bill Line Note in the Note Text box and click the Save button.

Favorites ¥ Main Menu ¥ Billing * Maintain Bills ™ ling Workdist #& Home Sign Out

wow O @
Notification NavBar

New Window | Help | Personalize Page

Billing General Line - Notes
Unit SCAIK Bill To CST0000009 Pretax Amt 1,408.25 USD
Invoice  AKDO0D00DZ Joanne Callahan = & Max Rows 10 B 3
Bill Line Q | M 4 20f2- | View All
Seq 2 Line Net Extended  153.00
Description  Fishing Nets
Bill Line Note Q 1ol 1 | View All
Standard Note Flag Standard Note Code + -
Internal Only Flag Note Type
Note Text
If appli enter additi here. &
£
205 characters remaining
Go to: Tax Accounting Distributions Discount/Surcharge Notes
Page Series
Navigation | Line - Note . Prov Next
Notify Refresh Add Update/Display
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Sales tax should be added for all taxable goods and services. ** Remember — contact the MAR team
with any questions about adding sales tax.

Step 24: 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 ¥ Billing * Maintain Bills ™ Express Billing Worldis! & Home Sign Out

Ny
Notification NavBar

New Window | Help | Personalize Page

Billing General Line - Notes

Unit  SCAIK BillTo CSTOODOODY Protax Amt 140925 USD
Invoice  AKD00D00D2 Joanne Callahan = & Max Rows 10 E B
Bill Line Q | W 4 zof2- | View Al
Seq 2 Line Net Extended 153.00

Description  Fishing Nets

Bill Line Note Q 1ol 1 | View All
Standard Note Flag Standard Note Code + =
Internal Only Flag Note Type

Note Text a
If appli enter additi ion here.
A

205 characters remaining

Go to: Tax Accounting Distributions Discount/Surcharge Notes
Page Series
Navigation | Line - Nole . Brev Next
Save Notify Refresh Add Update/Display

Step 25: In the Bill Lines section, click the Arrow symbol next to the Line Information tab to view
additional fields.

Favorites ¥ Main Menu ¥ Billing ¥ Maintain Bills ¥ Express Billing Worklist A& Home Sign Out

All ~  Search Advanced Search AddTo ¥ Q @
Notification ~ NavBar

*Accounting Date 02/07/2023
*From Date  02/07/2023 *To Date  02/07/2023 [
Sales Person MISCARO1
Credit Analyst MSCAR_CA Collector MISC_AR
*Billing Specialist AK_BILL Q

Business Services
System Source

LinestoAdd 5 + = B B & MaxRows 10 B E
Bill Lines
5 Q 1-20f2 - | View All
Charge Details Line Information E
Sel Seq Line *Description *Quantity *UOM *Unit Price Gross Extended AR Account :::::::
(m] 1 Web Shooters 25.0000 EA Q 50.2500 1,256.25 12004 40400 + -
o 2 Fishing Nets 10.0000 EA Q 15.3000 153.00 12004 40400 + -
Go to: Header Notes Accounting Distributions
Navigation  Billing General . Page Series
Prev Next
Save Notify Refresh Add Update/Display

1
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Step 26: Scroll to the Tax Code field.

Favorites ¥ Main Menu Biling ¥ Maintain Bils ¥ Expross Billng

Al v Search Advanced Search

*“To Date 02/07/2023
Collector MISC_AR

Q
ices
b 5 & Max Rows 10 B

*Quantity *UOM *UnitPrice  Gross Extended A Revenue ;0 1ype
Account Account
Is 25.0000 EA Q 50.2500 1,256.25 12004 40400 REV Q
10.0000 EA Q 15.3000 153.00 12004 40400 REV Q
Header Notes Accounting Distributions
Navigation  Billing General Page Series
Prev Next

Accumulate

From Date

02/07/2023 i3]

02/07/2023

Worklist

Through Date

02/07/2023 [t23]

02/07/2023 [£53]

AddTo ~ l:k

23

# Home | SignOut

%]

NavBar

Notification

Tax Code X
Exem|

[l o
Q [m]

Step 27: 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.

Main Me Billing ¥ Maintain Bils ¥
Look Up Tax Code
SOUTH CAROLINA
*SetiD MSCAR
(o D0z 07/2023 Tax Code  begins with ~
Collector MISC_AR  Search | earch | Clear | Cancel | BasicLookup
a Search Results

ices View 100 1-210f21 -
Tax Code Description
PVIS1 002 Misc AR Aiken County
MS1003 Misc AR Allendale County
MS1007 Misc AR Beaufort County
MS1009 Misc AR Calhoun County

o MS1010 Misc AR Charleston County
“Quantity *UOM sUnitPrice GrossE MS1022  Misc AR Georgetown County

MS1023 Misc AR Greenville County

s 250000 EA  Q 50.2500 MS1032  Misc AR Lexington County

10.0000 EA Q 15,3000 MS1040 Misc AR Richland County
MS1041 Misc AR Saluda County
Header Notes Accounting Distributions
MS1042 Misc AR Spartanburg County
1
Navigation  Billi
2 LGy MS1044  Misc AR Union County

MS2015 Misc AR Allendale Town
MS2074 Misc AR Beaufort Bluffton

From Date

02/07/2023

02/07/2023

Worklist

Through Date

02/07/2023

02/07/2023

#A& Home

Add To = 0 @

Sign Out

Notification  NavBar

Tax|

Tax Code Exem
Bl o

Q O
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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 28: Click the Related Content drop-down arrow.

Step 29: Click the Billing Details option.

Step 30: 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

Workiist | #¢ Home Sign Out

P

Notification  NavBar

Relatad leanﬂ\ New Window | Help | Personalize Page

Billing General
Unit  SCAIK Invoica  AK00000002 Pretax Amt 1408.25 USD
Bill Status  NEW Q “Invoice Date | 02/07/2023
“Bill Type  AIK
CycleID  MISC_AR “Fraquency Once

~ Customer Information

*Customer CST0000009 Q

View Custamer Activity
Joanne Callahan
~ Address
*Attention To 1Q Contact Name Pam Hayes
“Location 19 Number of Coples 1
Language Code  ENG “Invoice Media Print
Email Address  chaves@mailbox.sc.edu
~ Related Content Billing Details c
SC_BILLING_DETAILS_RC- SC Billing Dt Related Content
Download results in: Excel SpreadSheet CSV Text Flle XML Fie (1 k)
View Al First 12012 Last
ow COmett BN iwecs  bweics Due oo Customer Line Une oo w | Lne g [Operting o e Account Ciass] Buisss Project Activiey GOt Grosted By Crosted By Employes | Tax T
(Compus) Stetus  Number  Dste  Date Name  Wumber Description ™™™ price | Amount | 1% s unit 0% R " Share D Name  USCID | Code Description
Pam Sharome Misa AR
1 SCAK NEW  AKO0000002 02/07/2023 (CST000000S 1 JAKDDD 911164 E2084 40400 301 SHARONNE A50384230 |MS1002 Alken
Hayes Shooters Calvin e,
Pam Fishing Sharonne
2 SCAK NEW AK0O000002 0240712023 'CSTO00D00S Hayes 2 putg jAKDDD 911164 E2084 40400 301 SHARONNE AS8384239

MAR Job Aid 2025
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Step 31: Click the three vertical dots to close the Billing Details query before updating the Bill Status to
RDY.

Main Menu Biling ¥ Maintain Bilis Express Biling Workiist | #¢ Home Sign Out

- - . S - Al
(CAROLINA FUAT IR o5 At Ja

Notification  NavBar

Related Content v | New Window | Help | Personalize Page

Billing General
Unit  SCAIK Invoica  AK00000002 Pretax Amt 1409.25 USD
Bill Status  NEW Q "Invoice Date | 02/07/2023
“Bill Typs  AIK
CyclelD MISC_AR “Frequency Once

~ Customer Information

*Customer CST0000009 Q View Customer Activity

Joanne Callahan

¥ Address
“Attention To 1Q Contact Name Pam Hayes.
*Location 1Q Number of Coples 1
Language Code ENG “Invoice Media Print i

Email Address  ohaves@mailbox sc.edu

~ Related Content Billing Details c |I|
SC_BILLING_DETAILS_RC- SC Billing DY Related Content

Download results in:  Excel SpreadSheel CSV Taxt Fils XML Fis (1 kb)

Viow A1 Finst 12012 Last
Business gy jwaie | hweice | D Customer Lina  Line vt Une U™ yom  Accounting Opsrating L3 Cost CrealedBy CrastedBy Employss  Tax Tax
Row U oM WS DO O cumeners O (L e O S Al T i M OPU oopunen urd Accou Gl Buness ojcthey L GOSN SR o M,
Pam Web Sharonne Mz AR
TSCAK  NEW AKOOODDOOZ 0207223 CSTOO0DODS [, 1 e . 250000 502500 1256250 0.000 1408250 (20772029 AKODD  ST1I64  E2084 40400 301 sHARONNE ST \sgsaarsg w1002 Aien
County
2 scak  NEw AKDIOOD0A2 02072023  csTooooos PO 2F509 100000 153000 163.000 0000 1409250 20723 AKODD  PTIG4  E2084 40400 301 SHAROMNE SPEIOM® 550,730
Hayes Nets : 000 04 Calin

Step 32: 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.

Favorites ¥ Main Menu ¥ Biling ¥ > MaintainBils ¥ > E Workiist | i Home | SignOut

Add To = Q @

SOUTH CAROLINA Notification  NavBar

| NewWindow | Help | Personalize Page
Billing General

Look Up Bill Status x
Unit  SCAIK Invoice  AK00000002

Bill Status  NEW E

*Bill Type  AIK

Help D
Select one of the following values:

CAN Canceled

FNL  Finalized Bill
CycleID MISC_AR HLD Hold Bill

INV  Invoiced Bill
¥ Customer Information

NEW New Bill
*Customer CST0000009 ivi
& PND  Pending Approval ety
¥ Address

TMP  Temporary Bill

*Attention To 1Q
TMR Temporary Ready Bill =

*Location 1Q

Cancel
Language Code ENG

MAR Job Aid 2025
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Step 33: Notice the Invoice number is populated, and Bill Status is RDY.

Favorites Main Menu ¥ Billing Maintain Bills ¥ Express Biling

Workiist | # Home | SignOut

All ~ Search Advanced Search Add To ~ Dk @
Notification  NavEar
| NewWindow | Help | Personalizs Page

Billing General

Unit SCAIK

ice  AK00000002

Pretax Amt 1,408.25 USD =

Bill Status | RDY q I

*Invoice Date  02/07/2023
*Bill Type  AIK

CycleID MISC_AR *Frequency Once

¥ Customer Information

Email Address

phayes@mailbox.sc.edu

*Customer CST0000009 Q View Customer Activity
Joanne Callahan
~ Address
“Attention To 1Q Contact Name Pam Hayes
*Location 1Q Number of Copies 1
Language Code ENG

Country  USA United States
Address 1 ggg Main Street
Address 2

Step 34: 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.

Favorites Main Menu ¥ Billing Maintain Bills ¥ Express Biling

Workist | i Home | SignoOut
2% | SOUTH CAROLINA

All ~ Search Advanced Search Add To ~ Dt @
Notification  NavEar
Billing General

| NewWindow | Help | Psrsonalize Pags

Unit SCAIK Invoice  AK00000002 Pretax Amt 140025 USD

Bill Status  RDY Q *Invoice Date (2/07/2023

*Bill Type  AIK
CycleID MISC_AR *Frequency Once

~ Customer Information
*Customer CST0000009 Q View Customer Activity
Joanne Callahan
~ Address

*Attention To 1Q Contact Name Pam Hayes

*Location 1Q

Number of Copies 1
Language Code ENG
Email Address phayes@mailbox.sc.edu

Country USA
Address 1

Address 2

United States
999 Main Street

|
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Step 35: Click the OK button when the Success Message appears.

Invoicing initiated successfully. No further changes to this bill will be allowed during Bill Entry.

User has selected to invoice this bill. Once invoicing is initiated against a bill, you cannot perform any additional add or

update action on the bill while still in Bill Entry.

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

Step 36: Click the Unit Lookup button and select the unit for your campus.

Look Up Unit
Business Unit _begins with - | |
[ Soarch | clear | cancel | BasicLooup

I
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Step 37: On the Billed Invoice page, click the *ID Lookup button to select the appropriate customer.

Step 38: Enter the customer ID in the Customer field.
Step 39: Click the Search button.

Step 40: Click the link for the customer to populate the *ID field on the Bills Invoiced page.

Favorites ™ | Main Menu ™ ~ 5 Locate Bils Bills Involced ] Workist | i Home | Sign Out

Add To =

UTH CAROLINA Notifcation

New Window | Help | Personalize Page

Bills Invoiced Look Up ID X
*Unit  SCAIK Q *Currency Option  Transaction Currency g Help
Bl To [Gustomor . b IEI Business Unit SCAIK

Customer begins with - [CST0000009

Mame 1  begins with -

5w B E & B

Bill Search Results
5 Q Clear Cancel  Basic Lookup

Details References Iy

| Search Results
Template View 100 1-10f1 -
Select Type Status Source Invoice Invoica Flag Invoice Date
Customer Name 1
El [csTo000009  Joanne Caliahan |
Summary Header Info 1 Address Copy Address
Line Info 1 Tax Accounting Discount/Surcharge

Step 41: Click the Search button.

Favorites ™ Main Menu ™ Billng ¥ > LocaleBills ¥ > Bills Invoiced 8] Workiist | i Home Sign Out

STy o All - Search Advanced Search Bl Last Search Results Add To = 1:\ @
JUTHCAROLINA Molification  MavBar

New Window | Help | Personalize Page
Bills Invoiced
*Unit SCAIK Q *Currency Option  Transaction Currency -
Search
*Bill To  Customer E *ID CST0000009 Q
Sl = E 0.000/ 000
Bill Search Results
5 Q 1-10f1 - | view Al
Details References | IIb
- Template o Invoice
Select Type Status Source Invoice Invedes Flag Invoice Date Pt Currency Created By
D 0.000
Summary Header Info 1 Address Copy Address Header Notes
Line Info 1 Tax Accounting Discount/Surcharge Line Notes Line Search
e PP

1
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Step 42: In the Bill Search Results section, click the Invoice link.

Favoritas ™  Main Menu ¥ Biling ™ > Locate Bills st | # Home Sign Out

T @

AddTo = -CL

Notification NavBar

CAROLINA

New Window | Help | Personalize Page
Bills Invoiced
*Unit SCAIK Q “Currency Option Transaction Currency
Search
*Bill To  Customer Y ‘ID  CST0000009 Q
5 ¥
1 To 1 of 1 1,621.99/ 1,621.99
Bill Search Results
5 Q 1-10f1 - | View All
Details References 113
Template Invoice
Select Type Status Source Invoice Invoice Flag Invoice Date Amount Currency Created By
0 AlK INV 02/07/2023 1,521.99 USD JOANNEC
Summary Header Info 1 Address Copy Address Header Notes
Line Info 1 Tax Accounting Discount/Surcharge Line Notes Line Search
Notify Refresh

Step 43: Click the View Invoice Image link to view/save the invoice.

Favorites ™ Main Menu ™ Biling ¥ > Locate Bilis Bills Invaiced Details Worklist | i Home Sign Out

B oot B Lt S s ame A @
SOUTH CAROLINA

MNofification  NavBar

New Window | Help | Personalize Page

Header - Info 1 Line - Info 1
Unit  SCAIK Invoice  AK00000002 Invoice Amt 1,521.99 USD b
Status  INV Invoice Date  02/07/2023 CycleID MISC_AR
Type AIK Source Frequency Once
Customer  CST0000009 SubCusti SubCust2
Joanne Callahan
Invoice Form XMLPUB From Date  02/07/2023 To Date 02/07/2023
Accounting Date  02/07/2023 Pay Terms  NET15 Pay Method,
RemitTo SCDEP Bank Account  AIK
Sales MISCARO1 Bill Inquiry Phone
Credit MSCAR_CA Collect MISC_AR
Billing Specialist AK_BILL Billing Authority
Business Services
Go to: Header Info 2 Address Copy Address Notes
Summary Commit Cntrl
Page Series
Bill Search Line Search Houder - Irfc1 | | v Ne
Return to Search Notify Refresh

Header - Info 1 | Line - Info 1
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02072023
- UoftSC
i:\ I en INVOICE
REMIT TO INVOICE # INVDICE DATE
Linivaraity of Sowth Carolna - Adian ARCOOD0NZ DEOT N2
Busiress Sansices Cifice
ATH Wnivarsity Parkwny
Adkan, 5C 20801
BILL TO CUSTOMER ID TERMS
Joanne Calahan CETONN0008 MET15
B Miain Sireal
Columbla 5C 25208 DUE DATE: ozeaeoes
Livila Sitatedg
H applicable, enter additional inlorrmation hene.
DESCRIPTION Ty UNIT PRICE AMOUNT
Wob Shooters 5 S80.28 £1 258 28
A motie harg @ applcalie
Fishineg Mats 10 §15.30 $153.00
¥ apphcable, enler sddiional inlomaton e
SUBTOTAL $1,400.28
Sakeg Tax §112.74
Thank you for your business! TOTAL 152198
FPloase provide the imsoice number on the paymaent.
Electronic Payment information
Bariing Institution Wadls Fango Banic, M
Haiiinl Na Controliar's Doposi Swoep Actounl
Deposicr Accourd Mumber  20THS00M30262 (Checking)
Raouting Murmbsse 120 DOCEh
St Mumbaor WFEILSES (Inlomaticonal Wires Onky)
Ramil Ermal Addrass MISC AR madlbox. s6.00u
For Blliing guestions please contact us:
Business Services
(B0 E1-3543

VII. Creating a Deposit

Depositing Requirements:

e Your assigned campus/department MAR Clearing Account — the entire string - should be used

for all MAR deposits.

e The invoice must be attached.
e The invoice number must be provided in the Deposit Reference field.

e MAR deposits should not be combined with other types of deposits — those using different

accounting strings.

Main Menu > USC Enhancements > USC Regular Deposit > USC Regular Deposit

30
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Step 1: Click the Add a New Value tab.

Favorites ¥ Main Menu ¥ USC Regular Deposit Worklist #& Home Sign Out

@

I - oo 0
UTH CAROLINA

Notification NavBar

New Window | Help
USC Regular Deposit

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

*Deposit Unit

Deposit ID

Accounting Date

Bursar Acceptance

Posted Date

Cashier ID

Bursar Status

Entered By

Prepared by(Last Name)

Control Total

Department

Receipt Number

- SCAIK

begins with - ||

begins with -

begins with -

begins with -

begins with -

begins with -

[ Case Sensitive

Step 2: Click the Add button.

Favorites Main Menu = USC Enhancements * Regular Deposit egular Deposit #& Home Sign Out

Add To = ﬂ i @

Notification  NavBar

All ~ search Advanced

New Window | Help

USC Regular Deposit

Find an Existing Value Add a New Value

*Deposit Unit  SCAIK

DepositID NEXT

Find an Existing Value | Add a New Value
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Step 3: On the USC Regular Deposit add the following information:

e Entry Operator Dept

e Deposit Amount

e Select Payment Type from drop down.
e Add Amount

e Use the + Plus button to add additional payment types and amounts. Note: All payment types
should equal the Deposit Amount.

Favorites Main Menu ¥ USC Enhancements ¥ USC Regular Deposit ¥ USC Regular Deposit Worklist A Home Sign Out

I N /< o N .
SOUTH CAROLINA

Notificaton  NavBar

New Window | Help | Personalize Page
USC Regular Deposit

For Bursar Use Only:

Bursar Acceptance  TouchNet Receipt(s)

Deposit Unit:  SCAIK Deposit ID:  NEXT Status: Work In Progress

Miscellaneous / Direct Journals

Payments:
Payment ID: NEXT Delete Deposit
Accounting Date:  02/07/2023 Create/Modlfy Accounting Entries
Deposit Reference
Email ID  Sharonne.Calvin@usca.edu Hand Receipt Number Range(s)
Prepared by(Last Calvin,Sharonne Print
Name)
Attachment(0)
*Entry Operator |910000 Q AK AIKEN
Dept:
Deposit Count: 1 Deposit Amount: [1521.99 Balance: Not Balanced Status: Pending Transaction
5 Q 1-10f1 -
*Payment Type: Amount

| Save ! Notify Refresh Add Update/Display
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Step 4: Click the Deposit Reference link to provide the invoice number, along with other related

information.

Favorites ¥ Main Menu ¥ USC Enhancements ¥

USC Regular Deposit ¥

USC Regular Deposit

Al v Search Advanced Search

USC Regular Deposit

For Bursar Use Only:
Bursar Acceptance i
Deposit Unit:  SCAIK Deposit ID: NEXT P TouchNet Receipt(s)

Miscellaneous / Direct Journals
Payments:

Payment ID: NEXT

Accounting Date:  02/07/2023
Email ID  Sharonne.Calvin@usca.edu

Prepared by(Last Calvin,Sharonne
Name)

*Entry Operator 910000 Q  AKAKKEN
Dept:
Deposit Count: 1 Deposit Amount: 1521.99 Balance: Not Balanced
5 Q
“Payment Type:
1 Checks
. save | Notify Refresh

Status: Work In Progress

Delete Deposit
Create/Modify Accounting Entries
land Receipt Number Range(s)
Print
Attachment(0)
Status: Pending Transaction
1-10f1 -
Amount
1521.99 + -
Add Update/Display

Worklist

A Home | SignoOut

AddTo ~ 0 @

New Window |

Notification  NavBar

Help | Personalize Page

Step 5: Enter the invoice number and additional comments if applicable in the Deposit Reference box.

Click the OK button to return to the Deposit page.

Main Menu ™

SOUTH CAROLINA

USC Regular Deposit

For Bursar Use Only:

Deposit Unit: SCAIK DepositID:  NEXT

Miscellanecus / Direct Journals
Deposit Unit  SCAIK

Payments:

Deposit ID NEXT

Help

Invoice #AK00000002
Payment ID:  NEXT

Accounting Date:  02/07/2023

Email ID  Sharonne.Calvin@usca.edu

Prepared by(Last Calvin,Sharonne

Name)

‘Erlll'yGFBEl’zel:lf 910000 S AKAIKEN

Deposit Count: 1 Deposit Amount: | 1521.99

Refresh

insaction

Worklist

# Home | SignOut

Add To Q (%)
" NavBar

New Window |

Help | Personalize Page
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Step 6: Click the Attachment link to add a copy of the invoice (required) and other related documents.

Step 7: Click the Save button on the USC Regular Deposit page before continuing.

Favorites ¥ Main Menu ¥ USC Enhancements ¥ > USC Regular Deposit ¥ > USC Regular Deposit Worklist #& Home | signout

Billing ~ | Search Advanced Search Bl Last Search Results n @
8 | vy or
e 5

AddTo v <
SOUTH CAROLINA Notifications ~ NavBar
SCAIK 14869
Miscellaneous / Direct Journals
Payments:
PaymentID: 1486911062025 Delete Deposit
Create/Modify A ting Entt
Accounting Date:  11/06/2025 ISR MDURY DD SIS
Deposit Reference
EmailID MGTODD@mallbox.sc.edu Hand Receipt Number Range(s)
Prepared by(Last Marjorie Todd £
Name) —
910000 Q
*Entry Operator AK AIKEN
Dept:
Deposit Count: || Deposit Amount: |1521.99 Balance: Not Balanced Status: ‘ Pending Transaction
B ‘ Q T o
‘Payment Type: Amount
1 Checks v 1521.99)| e —
Notify Add Update/Display

Step 8: Click the Create/Modify Accounting Entries link to add accounting lines.

Favorites ¥ Main Menu ¥ USC Enhancements ¥ USC Regular Deposit ¥ USC Regular Deposit Worklist A Home Sign Out

: [ h e . mo- D O
AROLINA

Notification  NavBar

New Window | Help | Personalize Page
USC Regular Deposit
For Bursar Use Only:
Bursar Acceptance i
Deposit Unit: SCAIK  DepositID: NEXT ¥ Touchiet Recelpi(e) Status:  Work In Progress
Miscellaneous / Direct Journals
Payments:
Payment ID: NEXT Delete Deposit
Accounting Date:  02/07/2023 ;a;;/ :Ze’:‘r“““"g Enkiss
Email ID  Sharonne.Calvin@usca.edu Hand Receipt Number Range(s)
p by(Last Calvin Print
Name)
Attachment(0)
*Entry Operator 910000 Q AK AIKEN
Dept:
Deposit Count: 1 Deposit Amount:  1521.99 Balance: Not Balanced Status: Pending Transaction
5 Q 1-10f1 -
*Payment Type: Amount
1 Checks Y 1521.99 + -
| Save Notify Refresh Add Update/Display
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Step 9: In the Distribution Lines section, enter the amount as a negative in the Line Amount field. This

amount will be the NEGATIVE of the payment amount.

Step 10: Enter the entire chartstring for your campus/dept MAR Clearing Account.

Step 11: Click the Lighting Bolt icon.
Step 12: Click to check the Complete box.

Step 13: Click the Save button.

Favorites ¥ Main Menu ¥ USC Enhancements ¥ USC Regular Deposit ¥ USC Regular Deposit Create Accounting Entries

All ~  Search Advanced Search

Worklist A Home Sign Out

AddTo ¥ a. @

New Window | Help | Personalize Pag

Notification ~ NavBar|

Accounting Entries Deposit Control
Unit SCAIK DepositID 11477 Payment 1147702072023 Seq 1
Currency Details
=
Amount 1,521.99 USD
Go To USC Deposit Page
Complete Entry Event Q
Budget Status
Distribution Lines
5 Q 1-10f1 - | View All
ChartFields Currency Details Budget Joumnal i Distribution Creation / Update Details n»
Distribution P 4 = %
S 'GL Unit Speed Type Line Amount Currency Oper Unit Dept Fund '‘Account Class PC Bus
equence
1 1 Uscol Q Speed Type usD AKOOO Q917811 Q  A0001 Q12250 Q 101 Q]

Total

Lines 0 Total Debits 0.00 Currency USD Total Credits 152199 Currency USD  Net

Return to Search Notify Refresh

Accounting Entries | Deposit Control

-1,521.99
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Step 14: To complete the final steps for creating a deposit, click the Budget Check icon.

Step 15: Click the Go to USC Deposit Page link to return to the USC Regular Deposit Page.

USC Enhancaments USC Regular Deposit ™

USC Regular Deposit

All ~ Search Advanced S

| Save Return to Search Notify Refresh

Creala Accounting Entris

Workist | i Home

Jal

Sign Out

@

AddTo

Notification  NavBar
New Window | Help | Personalize Page
Accounting Entries Deposit Control
Unit SCAIK DepositID 11477 Payment 1147702072023 Seq 1
Currency Details
Amount 1,521.99 USD ’
Go To USC Deposit Page
E Complete Entry Event Q
Budget Status
Distribution Lines
5 Q 120f2 - | View Al
ChartFields Currency Details Budgst Journal Reference Information Distribution Creation / Update Details  |I»
gl:;‘rll:::;l:n GL Unit Speed Type Line Amount  Currency Oper Unit Dept Fund Account Class PC Bus Unit  Project
1 1 USCO1 Speed Type -1,521.99 USD AKDOO 917811 A0001 12250 101
2 2 usco1 Speed Type 1,521.99 USD AK00O 911100 A0DD1 10303 101
Total
Lines 2 Total Debits 1,521.99  Currency USD Total Credits 152199 Currency USD  Net 0.00

Step 16: To submit the deposit for Bursar Acceptance, click the Ready to Submit button (typically a
cashier accepts when the deposit is processed).

Favorites

S | o

Deposit Unit:  SCAIK
Payments:
Payment ID:

Accounting Date:

Main Menu ¥

SOUTH CAROLINA

USC Enhancements ¥

FUAT

USC Regular Deposit ¥ USC Regular Deposit

USC Regular Deposit

For Bursar Use Only:

Deposit ID: 11477

Miscellaneous / Direct Journals

1147702072023

02/07/2023

Email ID  Sharonne.Calvin@usca.edu
pared by(Last Calvin
Name)
*Entry Operator 910000 AK AIKEN
Dept:
Deposit Count: 1 Deposit Amount: 1521.99 Balance: Balanced
5 Q
Payment Type: Posted Date
1 Checks
Save | Return to Search Notify Refresh

Bursar Acceptance TouchNet Receipt(s)

All ~ Search Advanced Search

Worklist A Home Sign Out

@

NavBar

Q

Notification
Personalize Page

AddTo ~

New Window | Help |

Status: Work in Progress

Delete Deposit

Create/Modify Accounting Entries
Deposit Reference

Hand Receipt Number Range(s)
Print

Attachment(1)
Reset/Modify Accounting Entrie(s)

1-10f1 -
Amount
1521.99
Add Update/Display
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Step 17: Notice a Deposit ID is assigned and the status updates from Work In Progress to Ready for
Approval.

Favorites Main Menu ¥ USC Enhancements ¥ USC Regular Deposit ¥ USC Regular Deposit Worklist A Home Sign Out

I N /< <o e OO
SOUTH CAROLINA Notification NavBar

New Window |

Help | Personalize Page

USC Regular Deposit

For Bursar Use Only:

Bursar Acceptance i
Deposit Unit: SCAIK  DepositiD: 11477 e Touchiiet Recelplis) Status:  Ready for Approval

Miscellaneous / Direct Journals

Payments:
PaymentID: 1147702072023 Reset Submit
Create/Modify Accounting Entries

Accounting Date:  02/07/2023 Deposit Reference

Email ID  Sharonne.Calvin@usca.edu Hand Receipt Number Range(s)
Prepared by(Last Calvin,Sharonne Print
Name)
oo Attachment(1)
Entry o"el;z:ﬁf AKAIKEN Reset/Modify Accounting Entrie(s)
Deposit Count: 1 Deposit Amount: 1521.99 Balance: Balanced Status: Submitted
5 Q 1-10f1 -
Payment Type: Posted Date Amount
1 Checks 1521.99
‘ Save ‘ Return to Search Notify Refresh Add Update/Display
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