University of Delaware

A/R Billing Training


Reviewing Billing Information

B-2  Bill Details

This page allows you to look at detailed information about a particular invoice, such as webform request number and billing line quantity, unit price and unit of measure.

Navigation:

► Go to PeopleSoft menu: Billing → Review Billing Information → Details
► You will be at: Bill Inquiry, Find an Existing Value
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· 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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Pay Terms: DOR Pay Method: CHK RemitTo:  UODO1

AcctgDate: 082612004 Accour 26881 AR Distribution
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Header – Info 1 – this page is of limited value, though it does show:

1. Invoice Amt

2. Web ID – this is the webform Request ID (ignore decimal point and zeros)
3. Invoice Date and Accounting Date (they should be the same)
4. Customer ID and Name
5. Click on Line – Info 1 tab for more details about this invoice. (see next page)
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Unit: uoDo1 BillTo: 10017 Invoice Amt: 140.00 USD .
MISCO006E3. Newark Parks and Recreation Max Rows: 15
Seq  Line ldentiier Description Net Extended
1 1 CLIMBING WAL RENTAL 100.00
Quantity: 40000 Line Type: REV Accumulate
Unit of Meastre: EA FomToDt: 08262004 082612004
UnitPrice: 25,0000 Tax Code: Tax Exempt
Gross Extended: 10000 Exempt Cert:
Less Discount: 0.00 I
Plus Surcharge: 000
Net Extended: 100.00
VAT Amount: 000
Tax Amount: 000
Net Plus Tax: 100.00
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Line – Info 1 shows:

6. Invoice Amt is the total invoice amount

7. Customer ID and name

8. Bill Line section shows details by line:

· Identifier – this is the Charge Code (if there is one) 

· Description of the item billed
· Quantity

· Unit of Measure

· Gross and Net Extended amounts
9. Note that this invoice has TWO lines

· Navigate to other lines with the yellow arrows [image: image4.png]=4
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· Or click “View All” to see all the lines at once

10. Click on the Accounting link to see the accounting entry associated with this line of the invoice.
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Acctg – Rev Distribution shows the revenue accounting for this line:

11. Purpose

12. Account

13. Other chartfields

14. Use the scroll bar to go to the right part of the page:
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15. Use the yellow arrow [image: image8.png]=4
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  or “View All” to see any additional lines and their revenue.

16. Use the scroll bar to scroll back to the left.

17. Click on “Return to Search” button to look for another invoice
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This is the webform Request ID Number





This is the left side of the page





This is the right side of the page.
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