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Accounts Receivable — Express Billing for Operations

Purpose: The purpose of this document is to explain how to create an invoice for operations through
PeopleSoft Express Billing.

Audience: University of Calgary employees responsible for creating invoices for operations.

Prerequisites: Prior to executing this process, complete the Express Billing: Create Invoice for Operations
simulation.

Related Documents For related Accounts Receivable learning resources visit: ucalgary.ca/training

QuickLinks Click a link below to navigate directly to that section of the document.
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Step 1: Navigation

1. To navigate to the Express
Billing page, go to: My
work = PS Finance &
Supply Chain (or PS
Finance)

2. Follow the menu path:
Billing = Maintain Bills >
Express Billing
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Step 2: Add a New Value

1. Click the Add a New Value
tab.

2. Enter the following
information:

e Bill Type Identifier
e Bill Source: GENONL
e Customer

3. Click the Add button.

Find an Existing Value [ Add a New Value ]

Business Unit| UCALG |Q
Invoice NEXT

Bill Type Identifier Q
Bill Source GENONL Q
Customer Q
Invoice Date El
Accounting Date ]

Add
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Step 3: Enter Details

1. To ensure the invoice does not move forward in the process prematurely, change the Bill Status from Newto
Hold.
2. Click to expand the Address section.

Billing General

Unit UCALG Invoice NEXT Pretax Amt 0.00 CAD

x |Q Invoice Date 51
*Bill Type CA Q Bill Source GENONL Q
Cycle ID [DAILY Q *Frequency [Once vE®
*Invoice Form |STANDARD Q

Customer Information

*Customer 00100497 Q SubCust1 v View Customer Activity
Calgary Health Trust SubCust2

DAdd ress

Payment Information

Header Detail

3. Inthe Address section, validate or change the following information:
e Attention To: Confirm the correct person is selected for the invoice you arecreating
e Location: Confirm the correct location for the customer ID you selected
e Invoice Media: Preferred method is Email as Attachment but you can also select Print Copy to manually send
the invoice

l Attention To 1 Q' Contact Name Vicki Liddell
|'Location 1 Ql Number of Copies 1

Language Code ENG (*Invoice Media | Print Copy| v

Email Address pstrain2@ucalgary.ca

Country CAN Canada
Address 1 800 11012 Macleod Trail SE
Address 2
Address 3
Address 4

City Calgary
County Postal T2J 6A5
Province AB Alberta
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4. Click to expand the Payment Information section.
5. Review the information. It is recommended that you not alter any fields within thissection.

Paymem Information

Pay Terms NET30 &'} Pay Method | Check v| ﬁ:‘.
Remit To RBC QL Bank Account DEFPC Q
Paid Reference Prepayment Lookup
Paid Amount 0.00 Fwd Balance 0.00
Letter of Credit ID Letter of Credit Document ID

6. Click to expand the Header Detail section.

7. Inthe top section, enter the following information as needed:
e Accounting Date
e PO Reference (PO Ref)

(¥ JHeader Detail
{Accounting Date ) Hold Until Date [2017/02/14 El
From Date El To Date 5]
Sales Person SLS &'} Bill Inquiry Phone
Credit Analyst UCGENERI aQ, Collector UCCENTRA aQ,
Biller Baber,Sumayah Billing Authority QL
Entry Type QL Entry Reason QL
(PO Ref |

System Source

8. Within Header Detail, expand
the Currency Information
section.

D Currency Information

9. Invoices can only be created in CAD or USD. Use the Change Bill Currency link to change the currency as needed.
10. Refer to the Bank of Canada Currency Converter to confirm you are using the correct currency rate for the
Accounting Date.

Currency Information

- Exchange Rate
Billing Currency CaAD

_ Rate Type |[CRRNT |Q
[Change Bill Currency]

Base Currency CAD Rate 1.00000000] B
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Step 4: Add Bill Lines

Add individual Bill Lines that detail what is being invoiced.

1. On the Charge Details tab, enter the followinginformation

o Description

e Quantity
e Unit of Measure (UOM)
e Unit Price
Bill Lines Personalize | Find | View All | B2 E First ‘&' 10of1 ‘& Last
Sel Table Identifier w Groas Extended
| Q, Q, 0.0000 0.00| [+] [=]
2. Click the Navigation drop
down menu to continue. Navigation | Billing General (]
Step 5: Add Notes
Q, |
1. Select Header — Note. Accounting - Distributions
Billing General
Courtesy Copy Addr
DiscfSurcharge
Disc/Surcharge Distribution
Mavigation { Header - Credit Card
Header - Nntel
Header AR Distribution
Line - Note
Line - Tax info
Line - VAT Info
2. 0On the Header — Notes tab, in Billng General
the Note Text field, enter a o
A L. Unit UCALG Bill To 00106011 Pretax Amt
brief description of the Involce NEXT Alberta Health Services
invoice, starting with who the —— - :
. i i X Bill Header Notes Find | View All
invoice is coming from.
[_] standard Note Flag Std Note Q
[Jinternal Only Fiag Note Type Q

October 2021

l Note Text: I

254 characters remaining
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3. Click the Navigation drop
down menu and select Line —
Note.

4. Onthe Line — Notes tab, add
details about the charges
included on the invoice.

5. Use the arrows to select an
individual billing line and add
notes for that specificline.

Accounts Receivable — Express Billing for Operations

Accounting - Distributions

Billing General
Courtesy Copy Addr
Disc/Surcharge
Disc/Surcharge Distribution
Header - Credit Card
‘Header - Note
Header AR Dist
Line - Note

ine - 1ax info
Line - VAT Info

Navigation

bution

Billing General Line - Notes
Unit UCALG Bill To 00106011 Pretax Amt 000 CAD a2
Invoice NEXT Alberta Health Services ERE Max Rows 0 3 E
Bill Line Find | View All First ‘& 10of1 @ Last
Seq Net Extended 0.00
Identifier Description
Bill Line Note Find | View All First ‘4’ 10f1 @/ Last
[ standard Note Flag Standard Note Code Q [#[=]
[internal only Fiag Note Type Q
Note Text
254 characters remaining
Go to: Tax Accounting Distributions Discount/Surcharge Notes
Summary Standard Entry Page Series
Bill Search Line Search Navigationf Line - Note V] Prev Next
[FlSave ||=]Notify || Refresh

5% Add || 7] Update/Display

Billing General | Line - Notes

Step 6: Confirm VAT Details

1. Click the Navigation drop
down menu and select Line —
VAT Info.

October 2021

Accounting - Distributions
Mavigation §EIT ==

Courtesy Copy Addr
Dizge/Surcharge
Dizc/Surcharge Distribution
Header - Credit Card
Header - Note

Header AR Distribution

Line - Mote

|Line - VAT Info ]
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VAT stands for Value Added Tax
and refers to the GST information
for the customer. What appears
in this section is a part of the
Customer ID record and, for the
most part, should be left as is. In
this section, confirm the
information is correct.

2. Click the Get VAT Defaults
button.

3. Click the Expand All Sections button.

Accounts Receivable — Express Billing for Operations

Billing General Line - VAT
Unit UCALG Bill To 00106011 Pretax Amt 0.00 CAD =
Invoice NEXT Alberta Health Services = & Max Rows NEFE
Bill Line View All 10f1
seq Net Extended 000 v
Identifier Description
Get VAT Defaults
Calculations
Net Extended Amt 0.00 VAT Basis Amt 0.00
Percent 0.0000 VAT Amount 0.00

Intrastat Info
Fiscal Regime

Intrastat Distribution Status U

Nature of Transaction 1

Nature of Transaction 2

[ intrastat Transaction Flag

VAT Distribution Status U

Goto Tax

Summary Standard Entry

Bill Search Line Search

5l Save | |[=]Notify || Refresh

Billing General | Line - VAT

Accounting Distributions

Navigation \ Line - VAT Info

Discount/Surcharge Notes

Page Series
V| Prev Next

+ Add | Update/Display

4. Scroll down to the VAT Defaults section.
5. Confirm the information in VAT Details.

Most invoices are processed without tax. When
processing with tax, ensure the following fields are
populated accurately: Applicability: Taxable, Vat
Code: GST, Transaction Type: Sale

In this example, the Customer is exempt from tax,
but the Transaction Type field is blank and not
reflective of this.

6. Click the Look Up Transaction Type button
(magnifying glass).

October 2021

Billing Genera Line - VAT
Unit UCALG Bill Te 00106011 Pretax Amt
Invoice MNEXT Alberta Health Services = &
Bill Line
Seq N
Identifier
VAT Details
[ Expand All Sections ] Collapse All Sections
VAT Defaults
VAT Registrations
Reporting Country [CaN |G
Customer Registration Country |[CAN Q)
VAT Treatments
Trealment| Domestic Goods Sale v|
VAT Details
Applicability | Exonerated v|

VAT Code NOVAT Q
Tax Rate 0.0000

Transaction Type aQ
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7. Click the NV link to indicate that the Look Up Transaction Type

customer is VAT Exempt Help
SetlD SHARE

VAT Transaction Type|begine with »

Look Up Clear Cancel Basic Lookup

Search Results

View 100 First ‘4 15065 b Last
VAT Transaction Type Description
BOOK Books GST Tax
ITC WAT ITC (100% rebate)
|rv VAT Exempt ]
REBT Wat Rebates (Rebate = 100%)
SALE WAT Sales
8. If you make a change to the VAT details, Adjust/Reset VAT Defaults

click the Adjust Affected VAT Defaults
button to apply the changes.

Adjust Affected VAT Defaults

Step 7: Enter Accounting Information
—_—  Noturo af Trangaction 4

1. Scroll to the bottom of the page. . —
. L. Accounting - Distributions) 2
2. Click the Navigation drop down menu. Hilling General

3. Select Accounting - Distributions. stat Transaction §courtesy Copy Addr
Dizc/Surcharge
Dizc/Surcharge Distribution
Header - Credit Card
Header - Mote

sunting Distributicrl Header AR Distribution

Line - Mote

Line - Tax info

4. Click the Show All Columns link to view the entire

Bill Line
form.

Seq

Identifier
Revenue Distribution
Bl Creates GL Acct Entries
Revenue
Acctg Information Reference Information
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5.
6.

Enter the correct accounting information to deta
To split the accounting, click the click the plus (+)

Billing General Accounting Distributions

Unit UCALG Bill To 00106011

Pretax Amt

Accounts Receivable — Express Billing for Operations

il where the revenue will bedistributed.
icon at the start of therow.

0.00 CAD [
Invoice MEXT Alberta Health Services = = Max Rows 30 3 =
Bill Line
Seq Met Extended 0.00
Identifier Description
Revenue Distribution
Bl Creates GL Acct Entries
Revenue
- - |Budget
Code Account Fund Dept Program Project Affiliate Internal Percentage Amount Date
= Q Q Q Q Q Q Q Q 0.00
Percent 0.00 Amount 0.00 Gross Extended 0.00
Step 8: Add Attachments
1. Click the Attachments hyperlink to open a new page titled Supporting Documentation.
Billing General
Unit UCALG Invoice STDNT0000004014 Pretax Amt 100 cAD *
Bill Status HLD Q Invoice Date E
*Bill Type STD Q Bill Source GENONL Q
Cycle ID DAILY Q “Frequency | Once v B
*Invoice Form STANDARD Q
Customer Information
*Customer 00106011 Q SubCust1 ~ View Customer Activity
Alberta Health Services SubCust2
Address
Payment Information
Header Detail
LinestoAdd| 5 [#] [=] B Max Rows| 30
Bill Lines Personalize | Find | View All | £ | @ First ‘& 10of1 ‘®' Last
Charge Details Net Amount Line Information Product Order Shipment Miscellaneous Project/Contract Service User Fields =
s 3 e B : S Gross AR Revenue
el Seq Line Table Identifier Descriptiona Quantity UOM Unit Price Extendod. |Accourit )
1 Q Tuition Fees 1.0000 EA |Q 1.0000 1.00 AR Account 42025 [lii=]
Go to: Copy Address Header Notes Accounting Distribution,
Summary Standard Entry Bill Search Line Search
Navigation | Billing General v Page Series
Prev Next
‘5l Save ||[Gh Returnto Search || *| PreviousinList | 4 | Nextinlist | []Notify ||« Refresh L& Add
October 2021 Questions? Contact UService at 403-210-9300 or finance@ucalgary.ca

10



mailto:finance@ucalgary.ca

Accounts Receivable — Express Billing for Operations

Line Documentation

2. Click the Upload button. P

Business Unit UCALG Invoice STDNT0000004014
Invoice Documents Personalize | Find | 2| E¥  10f1

Documents Additional Info [F=2))

Document Description Attached File Internal Only Upload View
o] @ &
3. Click Choose File. File Attachment
Help

[ Choose File ] No file chosen
Upload Cancel

Date modified Type Size

4. Select your attachment file and | name

click Open. = TESTING123 9/24/2018 255PM  Adobe Acrobat D...

All Files

5. Click the Upload button. File Attachment
Help

Choose File | TESTING123.pdf
‘ Cancel

6' CI ICk the Save bUtton ' Header Documentation Line Documentation

Business Unit UCALG Invoice STDNT0000004014

Invoice Documents Personalize | Find | 2 | ] 10f1
Documents Additional Info [Z=2))

Internal Only Upload View

oad View (#] [=]

Document Description Attached File

TESTING123.pdf v

I & Save ' [&h Return to Search || =] Notify

Header Documentation | Line Documentation

11
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Step 9: Submit for Approval

1. In Express Billing, on the Billing
General tab, change the Bill
Status to RDY.

2. Inthe Message window, click
OK.

3. At the bottom of the page,
click the Approvals link.

4. Inthe Approvals window, click
the Submit for Approval
button.

Accounts Receivable — Express Billing for Operations

Billing General

Unit UCALG Invoice THSRV0000001549

( it status [ROY
*Bill Type [UTS Q
Cycle ID|DAILY Q
*Invoice Form | STANDARD Q

Message

Approval Required (32000 ,46)

Approval Is required for all Invoices. Seilect the Approvals hyperiink and Submit for Approval

Billing General

Unit UCALG Invoice THSRV000D001549 Pretax Amt 47068 CAD T
Bill Status RDY & Invoice Date B
*Bill Type UTS Q Bill Source [GENONL Q
Cycle ID DAILY Q *Frequency[Once v @
*Invoice Form STANDARD Q

Customer Information

*Customer 00100468 (e} SubCust1 ~ View Customer Activity
Calgary Board of Education SubCust2

Address

Payment Information

Header Detail

Linesto Add| 5| BN Max Rows £l
Bill Lines Personaiize | Find | viewAl || ¥ Fist 0 15016 % Last
Charge Details || NetAmount | Line Information || Product | Order || Shipment || Miscellaneous | Project/Contract || Service || User Fields
sel seq Line Table Identifier Description Quantity UOM Unit Price  Gross Extended AR Account :2:;:::
O 1 Q Facility Usage Fee 10000 EA @ 937.5000 937 50 AR Account 45020 [+ =]
O 2 Q Labour 10000 |EA Q@ | 823.6300| 82363 AR Account 45020 [ElE]
O 3 Q Box Office Commissio 10000 EA | Q 40.0000| 40.00 AR Account 45020 [+ [=]
O 4 Q Ticket Printing and G< 10000 |EA Q@ | 111.5500| 111.55 AR Account 21072 [ElE]
O 7 Q Materials/Equipment 10000 |EA Q@ | 205.0000| 205.00 AR Account 21072 =
Go oo Copy Addrass Header Notas Accounting Distributions Approvals
Summary Standard Entry Bill Search Line Search Attachments
Navigation [Biling General v LI I
Prev Next
Return to Billing
[FlSave ||[5F Retum to Search ||#=] Previousin List ||4=| NextinList ||[=]Nofify || &% Refresh [Z% Add ] Update/Display

Approvals
Help

Business Unit UCALG
Invoice THSRV0000001549
Pretax Amount 470.68
Approval Status Initial
Comment [

View Supporting Documentation

| Submit for Approval | Preview Approvals

OK Cancel Refresh
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5. Click the OK button.

Message

Accounts Receivable — Express Billing for Operations

T'he invoice has been submitted for approval. (12508,16)

6. At the bottom of the page,
click the Save button.

Go to:
Summary

Return to Billing

I 5] save I [@" Return to Search

Copy Address
Standard Entry

Header Notes
Bill Search

#=] Previous in List

Accounting Distributions Approvals
Line Search Attachments
Navigation [Billing General v| Eage Setes
Prev Next
4| Nextin List [=] Notify || &% Refresh

Next Steps: Now that you have sent the invoice for approval, the invoice is routed to Accounts Receivable if
approval is required. Accounts Receivable will follow up with you if further information is required to process the

invoice request.

Locate Approved Bills: To obtain an image of a processed invoice, navigate to Review Billing Information > Details

e Search based on business unit and invoice number for the invoice you created

e Invoices with an ‘INV’ status have been approved and processed and are ready to send to the customer

e You can locate the invoice image by clicking on the View Invoice Image

Favorites ¥ Main Menu * Billing Review Billing Information Details.

“:2 UNIVERSITY OF

W CALGARY

Bill Inquiry
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

Search Criteria

Business Unit[= v | UCALG Q
Invoice[ begins with v | Q
Bill Status[= v v]

Customer begis wih v a

O Case Sensitive

@
Search Clear | Basic Search & Save Search Criteria

October 2021

Header -Info 1 || Line -Info 1

Unit UCALG

Status 1NV
Type WSE
Customer 00100243
Af
Invoice Form S
Accounting Date 2021/03/17
Remit To REC
Sales SLS
Credit UCGENERI

Biller Bhatt Monika

Goto Header Info 2
Summary Commit Cnirl
Bill Search Line Search

Invoice WSISEQ000000118

Invoice Amt 250000 CAD  sz¥
=

Invoice Date 2021/03/17 Cycle D DAILY
Source GENONL

SubCust1

Frequency Once
SubCust2

From Date To Date

Pay Terms NET30 Pay Method Check

Bank Account DEPC View Invoice Image

Bill Inquiry Phone

Collect UCCENTRA |
B Billing Authority
Address Copy Address Notes
Page Series
Prev  Next
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