University of Delaware

A/R Billing Training

Reviewing Billing Information
B-3  Reviewing Billing Information by Journal ID
This page allows you to look at billing accounting entries for a particular Journal ID.  This will be especially helpful when looking at transaction data in a monthly statement or in an EZQ query where the billing information is summarized by Journal ID.
Navigation:

► Go to PeopleSoft menu: Billing → Review Billing Information → Review Entries by Journal
► You will be at: Accounting Entries by Journal, Find an Existing Value
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· Business Unit is always UOD01 (you must enter this or you will get an error).
· Journal ID - enter the journal id you want to see.  (All billing journals begin with “BILL.”)
· OPTIONAL - you may narrow your search by entering a Journal Date.
· Click the “Search” button
· Select the correct invoice from the Search Results by clicking on the Journal ID.

NOTE: This Journal ID had four lines.
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The Accounting Entry tab shows:

1. Journal ID information
2. Invoice Number
3. Use the scroll bar on the bottom of the page to see the rest of the chartfields for this line of the journal entry. (See below.)
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 to see billing details for this invoice number.
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Scroll back to the left to continue.
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5. Click on “Go to Bill Inquiry” – this opens another browser window that can be closed when you are done looking at the billing information.
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6. From here you can look at this invoice number in the Billing pages.  Click on Header – Info 1 or Line – Info 1 or Acctg – Rev Distribution tabs as desired.
(Note: see the training document “B-2 Bill Details” for more information about these pages.)

7. Close this “extra” window by clicking on the red “X” button in the upper right to return to where you started.
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8. Click on “Next in List” button to see the next line in this billing Journal ID.
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This is the left side of the Accounting Entry page.
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This is the right side of the Accounting Entry page.
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