REPRINT AN INVOICE

Revised 8/13

You will receive new statements weekly as one of your Top Five reports when you
log onto the Portal. You will need to print the invoices to get further details or to
obtain authorization for the payment. The invoices have been designed with a
section at the bottom for payment authorization.

This document will show you how to setup your Run Control to print all Open
Invoices. Please remember, the statement is not dynamic, meaning it is a “snap-
shot” of what your account looked like on the first day of the week. If a full
payment is processed on an invoice in the meantime, it will not print for you.
Also, the invoices are not dynamic; they will always print as they were created.
Any credits to outstanding invoices will be reflected on the statement.

Navigation: Billing > Generate Invoices > Non-Consolidated > Reprint Invoices

Fawvorites | Main Menu v Biling ¥ Generate Invoices v  Non-Consolidated v Reprint Invoices

- -

Reprint Invoices

Entsr any information you hawve and clidk Search. Leave fields blank for & list of all values

Run Contrel |0: |B=gins with -

[ Case Sensitive

Search Clear Basic Search [&° Save Search Criteria

The first time you reprint invoices, you will need to modify your Existing Run
Control <OR> Create a New Run Control. Once the Run Control is created you
can reuse it each time you Reprint Invoices.

Page 1 0of 9



REPRINT AN INVOICE

Revised 8/13

1. To Modify an Existing Run Control:

e Click the ‘Find an Existing Value’ tab
e Click the ‘Search’ button
e Click on the name of the run control for the task, I.E. REPRINT_INVOICES

Favorites | Main Menu v Biling v Generate Invoices vy MNon-Consclidsted v Reprint Invoices

- - - -

Reprint Invoices

Enter any information you have and click Search. Leave figlds blank for a list of a1l values.

Find an Existing Valuse Add a Mew Valus
T —

+ Search Criteria

Run Control ID:IEE'Ji"E- with ;I |

|_ Case Sensitive

;ﬁ _ Clear Basic Ssarch Lq:] Savs Search Criteris
Se Results

View All First |ﬂ 1-2af2 |£| Last
Run Control |0 %ﬂg

CRINT INVOICES English
t English

Find an Existing Value

Add 3 New Valus

Proceed to Step 3.
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2. To Create a New Run Control:

e C(Click the ‘Add a New Value’ tab

e Enter a meaningful run control ID (REPRINT_INVOICES)
e Click the ‘Add’ button

Fe'.'ir"ts Me'n‘rlﬂanu En""n; -Ear:arataT Invoices ¥ N:—n-C:-r"._s:- idated v Reprint Invoices

Reprint Invoices

Find an Existing VWalus @

Run Control 10: |REFRINT _INVCICES|

Agd

Find an Existing Value | Add a New Walue
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3. Setup Run Control to print All Open Invoices for a School:

e Click the Checkbox next to ‘Include Open Items Only’

e C(lick the Radio Button next to ‘Cust ID’

e Enter ‘SDPBC’ in ‘From Business Unit’ and ‘To Business Unit’ fields
e Enter <YOUR Dept ID> (School Number) in the ‘Customer’ field

e Click ‘Save’

NOTE: These Steps ONLY need to be done once, as long as you Reuse this
SAME Run Control all of these settings will remain.

Favorites | Main Menu v Eiling v Generste Invoices v Non-Consolidsted v Reprint Invoices

-

Reprint Invoices Print Options

Run Centrel ID: REFRINT_INVOICES Report Mansger  Frocsss Maoniter i .
Language: [Englisn =] & specified " Recipients
Selection Parameters Find | View Al First 5 4 gf 4 L [zt
SeqNbr ¢ 4 #[=]
r Iﬂﬂﬁeﬂmanhed Bills
[* Include COpen tems Only
- * From Business Unit: |SDFB: "-;-
LT o wgﬁ:em _ _ [Gorac]®
 Bill Cycle # CustiD g Business Unit e
' Date Bill Added © Bill Type Customer: |#vour Dept 10z
© Range ID © Bill Source Bill Type: l_'}_.
© Public Veucher Number Source: 'L')I
From Due Date: E
To Due Date: ’—"
From Inwvoice Date: E

Te Inveice Date: L

aye  |[aM Retumn to Search Frevisusdndizt: W] MNextinbist-  |[F]- Motify [ Add

joices | Print Options
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4. View which Invoices will Print (OPTIONAL):

e Click the ‘Tablet Icon’ (to the Right of the ‘Run’ = ™" ' button)

Fawvorites | MainMenu v Biling v Generatelnvoices y Non-Consclidated v Reprint Invoices

Reprint Invoices Frint Options

English

Language:

Attached Bills

Run Centrol ID: REFRINT_INVOICES

| Specified [ Recipient's

Feport Manager

Ri
FProoess Monitor L

e This page will display showing which Invoices will be included in this

Reprint task.

o NOTE: If there are more than 9 (nine) Invoices to be printed, you
can Scroll through them using the Arrow Buttons L& [ or View All

of them by clicking on ‘View All’

First K 10-18 of 47 0 Last

Faworites
-

Mszin Menu v Biling y Generste Inveices v Non-Consclidated ¥ Reprint Invoices
- - -

Bills To Be Processed

Bl Unit

SDPBC

SDPBC

SDPBC

SODFBC

SDPBC

SDPBC

SDPBC

SODFBC

SDPBC

Return

Bills To Be Processed

Invoice Status
WFB-0TE5428 INV
WPB-077244 1NV
WPB-OTT245 1INV
WPB-0805680 L
WFB-081832 1Ny
WPB-052281 IV
WFB-082814 1INV
WPB-022821 1INV
WREB-082520 L
e ‘ " ’

-

Customer

0181

0151

0181

0181

0151

0181

0181

Inv Layout
PS_PC
PS_PC
PS_PC
PS_PC
PS_PC
PS_PC
PS_PC
PS_PC

PS_PC

———
A1
Pelsalize|l-_nd|\rﬂ.hl|ﬂ|'!= .rz.lu1-!lufl?u Last p

Layout Type
E
E

E

Bill To Media
Print Copy
Print Copy
Print Copy
Print Copy
Print Copy
Print Copy
Print Copy
Print Copy

Print Copy

e When finished reviewing, Click ‘Return’.
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5. Finish the Run Control Setup to enable reports to be sent to Your
Email Address:

e Clickthe ‘Run’ = ™" ' putton

Favorites | MainMenu v Biling » Generate Inwvoices v  MNon-Consclidsted ¥ Reprint Invoices

-
Reprint Invoices Print Options »*

Run Control I0: REFRINT_IMVCICES Report Manager Prooess Monitor

Language: English »| @ Specified { Recipients

Seq Nbr: 1 +
™ Include Attached Bills

[* Include Cpen Items Cnly
arec)o
From Business Unit: SDPEC @,

© Al ™ Invoice ID .
: . spPeC @,
nl Bill Cycle ® custiD Ta Business Unit: )
),
© Date Bill Added € Bill Type Customer: <our Dept 10| \
© Range ID © Bill Source Bill Type: Q‘
i i !
Public Voucher Humber Source:

e When the ‘Process Scheduler Request’ page appears, Click on the
‘PB Print Department Invoice’ hyperlink

Fawarites Main Mznu v Biling y Generate Inveoices 3y Mon-Consclidated ¥ Reprint Invoices

- - - -

Process Scheduler Request

User ID: DGR Run Contral ID: REPRINT_INWVZICES

;l Run Date: [07/10/2012 [
Recurren :'.E:I LI Run Time: |10:58:1440M Reset to Cument Dated/Time
Time Zone: '«;?_
Select De st Process Mame Process Type Type *Format Distribution

I~ FEEIFJ4D FSlob [ivene) =] [iNene) =] Distribution

Server Na me:l

FEB Print Department Invoics

Ok Cancel
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e When the ‘Job Detail’ page appears, Click on the Drop-Down in the
‘Type’ column for Processes ‘BIPSA01’ and ‘BIPSA03’, and choose ‘Email’.
DO NOT change the other Rows!! Make sure the ‘Format’ column for the
‘BIPSA01’ and ‘BIPSA03’ processes is set to ‘PDF’.

Favorites | Main Menu x Biling ¥ Generate Invoices v MNon-Consolidsted »  Reprint Invoices
- - - - -
Job Detail
Main Job Hame: FBEIFJ40 Job Name: FBEIFJ4D PEB Print Department Invoice
Left | Right
Process MName Description Process Type *Type *Format Distributicn
& PEEIP.J40 BI_IVCEXT Invoice Extract Process Application Engine || We THT ~ | |Distribution
[* e
= BI_IVCEXT BIFRNTOO CRYSTAL - Invaice Crystal FOF = | |Distsi
+ o |}
< BIFRNTOO . .
. PS/PS5A01 -Projects By - pe -
) o ! rys DOF Disd
B girsaot BIFSA0T Emgployes Erystal F =
2 pirsaoz BIPSAD2 PS/PSA02 - Project Detail Crystal PDF ~ | Distributicn
’
O
H ‘ 4 H H {
e Click the ‘OK button. This will return you to the ‘Process Scheduler

Request’ page
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6. Run the Process to Produce and Email your Invoices:

ORACLE  User: DGM Database: FNTST

Favorites | Main Menu 3 Biling 3 GenersteInwvoices 3y Non-Consolidsted 3y  Reprint Invoices

- - -

Process Scheduler Request

User ID: DGEM Run Centrel ID: REPRINT_INVOICES
Server Hame:l ;I Run Date: |07/10/2012 [
Fle:'.urrenn-e:l LI Run Time: | 10:58:14AM Raset to Cument Dete/Tims
Time Zone: Q,
Process List
Select Description Process Mame Process Type *Type *Format Distributicn
IF  FB Frint Department Invoice FEBIFJED PSJob |iNene) x| |iNone) x| Distribution

% Cancel

e Click the ‘'OK’ “ button. This will produce a file of your Open Invoices
and Email them to your District Email Address. They will show up in your Inbox
with a Subject similar to this;

Cutput from bipsal3 (#7677649) -

Output from bhipsal1 E7677648) -

NOTE: These should be emailed to you within 5 minutes.
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7. Print Your Invoices:

e Simply open the email(s) and either ‘View’ and Print ... or ‘Download’ and Print
your Invoices. Or, if you do not need a printed copy at this time, be “green” and
review them online.

Output from bipsa01 (#7677648) box  x

= E
fntst@palmbeach.k12 fl.us = 11:14 AM (7 minutes ago) - *
to me |-

Message from Process Scheduler running on system PSCRZD, using database
FMTST:

ﬂ BIPSAD1 7677648.PDF
S5 Wiew Download

From this point on, use this SAME Run Control and follow these Steps.

1. Navigate to Billing > Generate Invoices > Non-Consolidated > Reprint
Invoices.

Retrieve your Run Control (REPRINT_INVOICES)

Click ‘Run’

Click ‘OK’

Wait for your Invoices to arrive via Email, Open and Print (or be “green”
and review online if you don’t need a printed copy)

vk wnN
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