University of Delaware

A/R Billing Training


Reviewing Billing Information

B-1  Bill Summary

This page allows you to look at summarized information about a particular invoice, such as total amount billed, customer name, billing department, etc.

Navigation:

► Go to PeopleSoft menu: Billing → Review Billing Information → Summary
► You will be at: Bill Summary, Find an Existing Value
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Bill Summary

Enter any informatian you have and click Search. Leave fields blank fr a st af all values.
Find an Existing Value

Business Unit: = uoD01 Q

Invoice: begins with v |misC0008 QJ

Bil Status | [ivoiced gl

Customer: begins wilh v a

Contract: begins wilh v

Bills in Business Unit: = v al

Template Invoice Fla v

[Jcase Sensitive

[ Seach | | Clear | BasicGearcn (g Save Search Criteria

Search Results

MISCO00BE Reqular
MISCO00BET Reqular

MISCO00B6E Reqular
MISC000BBS Reqular
MISC000B64 Reqular
MISCOD0663 Reqular

Invoiced
Invoiced
Invoiced
Invoiced
Invoiced
Invoiced

[ 133013 3]




· Business Unit is always UOD01 (you must enter this or you will get an error).

· Invoice - enter the invoice number of the bill you want to see.  (Note: Non-Student Billing invoices all begin with “MISC”.)

· OPTIONAL - you may narrow your search by entering a Customer ID or a Bill Status.

· Click the “Search” button

· Select the correct invoice from the Search Results by clicking on the invoice number.
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Goto: Headerinint  Address
Bil Search  Line Search

CopyAddress  Notes

e
Unit: UoD01  Invoice: MISCO008E3 Invoice Date: 08/26/2004 ER
Gross Extended Amount: 140.00 Customer: 10017 Newark Parks and
Recreation
Total Discounts: 000 Invoice Type:  Regular
Total Surcharges: 000 Bill Type: STN Standard
et Extonded Amount: 000 BilSource: 01921 Recreation Senvices
Total VAT Amount: 0.00 Bill tatus: IV
Total Taxe: 0.00 Template: No
Date Bill Added: 0812612004 12:16PM
TotalInvoice Amount: 140.00 Due Date: 081262004
Forward Bal: 000 Bill By ID:
Paid Amount 000
Total Du 14000 USD
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Bill Summary Info shows:

1. Invoice Date

2. Customer - ID and name

3. Total Invoice Amount is the amount billed

4. Amount paid - payments are NOT updated here (See: “Payments” or “Item Activity” training documents under the section “Reviewing Accounts Receivable Information” to view paid amounts.)
5. Bill Source is the UD dept id with department name
6. Bill Status:

a. INV = invoiced (it’s been processed and mailed out)
b. RDY = ready (it’s gone through the edit process and is due to be sent out)
c. NEW = new invoice (it’s not yet gone through the edit process)
d. HLD = future dated invoice (it’s being held for future processing/mailing)

7. Template

a. Yes = recurring bill

b. No = not a recurring bill
8. Click on “Return to Search” button to look for another invoice
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Paid Amount – this will not ever reflect payments on this invoice.  


See note with #4 below.
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