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During the Special Invoice Process there is an opportunity to enter different Bill and Due Dates for charges on an
Invoice.

This allows for the entire invoice to be booked to Accounts Receivable in the General Ledger but only print the
current billed charges on the initial invoice; additional charges will be included on future printed invoices. For
example: | have an invoice to be paid quarterly and want to book all 4 quarter amounts to Account Receivable but
only print quarter one on the initial invoice to send to the customer, with subsequent invoices produced each
quarter.

If a program is setup as “Print Unbilled Charges ®No”, that means that any charge setup on an invoice where the
Bill Date for the charge is after the bill date of the original invoice will not be printed on the original invoice.

This process provides the ability to print successive invoices including additional charges as the billing dates are
changed.

1 BILLING - Process Unbilled Charges Steps Menu

Misc Billing i
Use the “Process Unbilled Charges” steps menu to

bill charges that are already booked and have gone

Billing > Subscription Billing Process
Conectm\ A through the Special Invoice process for the initial
Processing Process Unbilled Charges billing but have not appeared on an original bill.

Maintenance >

2 Preparation — Set up Program & Service Types to be Used

When implementing this, create a new Program type (and service types) so
that any programs/services already billed under the current program are not
included in the process.
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1.1 Print Unbilled Charges Radio Button on the Program Type Table

Misc Billing P Tables » Program Type

== [AUC] 10002-Program Type

Goto...

Program Type

P Print Unbilled Charges
[fype_[Frogram [Desaiption [Bills in Y[Dept Group Yes No

! Addtew g RELEELUE [EABLE CLUB YERRLY INVOICE |EISTRIET 2 ONo !

- 55 [FIREINSR [Fire Inspections [ONCLASSIFIED ® Yes O No I

S 55 [FCHOVRPMT _ [EMPLOVEE OVERPAVMENTS [FTETRICT (@) Yes O No f
55 |FCHREWTAL _ |SCHOOL BUILDING RENTALS [DTSTRICT "

2 EatList 55 [SCHTLITKHE |eheckine copy preeran e (@ Yes ONo I
[B5_ [FCHTULTRMA _[HA TOLTIONGS [ Yes ® No 0
55 |SCHTULTPRE |BECP PRESCHOOL TULTION [FRESCHOOL "
55 [TANMCTRC [FNIMAL CONTROL - THA - FRANKLIN T Er i) Yes ®No ¥
55 [TCELEOL [CELEBRATION FUND - EL FARVEY LS T R o M = A —
55— FrEsTrTH FFesting Morthly Bills Select !lo to allc_rw bpukmg of all charges on an invoice to A._rR X
= fEsTaTe festing atr Billirg at the time the invoice was created and then selectively printing
55 [TPILOTANPL  |PILOT-ANP the charges on the invoice when the bill date approaches
55 [TPILOTFPLL _|PILOT-FPL
95 [TS0LO1BRGO  SOLAR AGRMT-BORREGO Select Yes to print all charges on Invoice at the time invoice
95 [TSOLOZKSE  |SOLAR AGRHT-KERRSAGE LEASE (119 S0 T ted
[B5  [To0L03KSE  [BOLAR ARRMT-REARGAGE PILOT (115 50 MRt
55 [TSOL04KSE  [SOLAR AGRMT-KEARSAGE LEASE (BRODK 513 [UNCLASSIFIED [@Yes Mo [fctive
55 [TSOLOSHEL _ |SULAR-ERSEMENT, HELIOVARS [ONCLASSIFIED [@Yes Mo [Fctive
55 [ESrtIe Fater /Seuer Trwoice [ONCLASETFIED [@Yes Mo Fctive
[

Status: Record Inactive

TOF UpP

Figure 1 Program Type screen includes radio buttons for Printing Unbilled Charges

For each program type,
set the radio button on
the Print Unbilled
Charges column. A
different selection can
be made on individual
charges.

The default will be

® Yes; this will print all
charges when the
invoice is created,
regardless of bill date
and due date.

Select ® No if the charges will be booked to Accounts Receivable when the invoice is created, but only selected
charges will appear on the invoice depending on bill and due date.

1.2 Bill Date and Due Date Entry During Build Program Invoices

= TAUCT 10555

Build Program Invoices|

To book all receivables with the first quarter, but

Build Program In:

Goto..

Program Seqg#
P ECHTUITKHA / |1 KMA TUITIONS
Bill Date p4-Mar-2022  Select () Weekly
Due Date Ma 20| () Bi-Weekly
nsEm (O Monthly

2 Add Program

3 Del Program

4 Add Line =
Line

( Print Unbilled Charges

\

Invoice Title THENTCE

No

Yes

Year I
2023 ]
-

print selected quarters when invoicing, use the Bill
Date and Due Date fields on the Build Program
Invoices Screen. The fields are available for data

; entry if the “Print Unbilled Charges” radio button is

& set to © No.

b

If the "Print Unbilled 1

Eill Date

& Date 5\mce Type Descri

Charges" is set to ®No,

To implement this, set up new
programs with the radio button set
to © No for Print Unbilled Charges in
the program type table to be

data can be entered in

5 Delete Line

03-Jun-2022 |1§-Jun-2022 QRTLNNVE

2l ]

01-55p—2022 [1§-Sep-2022 [RTLY THY3

D

0d-Mar—2022 |14-Mar-2022 DRN\Y IHV 1st (]
1
1

3rd [

the Bill Date and Due

01-Tiec—2022 vﬂec—2022 OTRLY THYd [dth O

” =

6 Edit List

=
=

Bill Date =

7 Customers

e
|Due Bate y W

Date fields J

0T —RoRatid 22

03-Jun—2022 [13-Jun-3022

01-5ep—-2022 [11-5ep-2082

=N ] W] e

01-Dec—2022 [11-Dec—202:

N

invoiced over time. See section 2
above for details on setting this up.

Enter the bill dates and due dates on

each line to be billed. If the Bill Date is
filled in, the print and email step will include any
charges that are before or on the Bill date.

To print all charges for programs with the radio button set to “® No”, leave the Bill
Date & Due Date fields blank on all the lines in the grid. This tells the system that all

the lines will use the bill date and due date set at the top of the screen.
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The special invoices entered one at a time will also have the same program options for “Bill Date” and “Due Date”

as described above.

Once Special Invoices are issued for programs set to “® No” for Printing Unbilled Charges, when the time comes to

bill the charges, follow these instructions.

1.3 Process Unbilled Charges Steps Menu

Misc Billing P Billing » Process Unbilled Charges

= [AUC] 10120-Process Unbilled Charges

Process Unbilled Charges

Description
Select Unbilled Invoices.
Maintain Work File of Unbilled Invoices
Edit List of Selected Invoices

Print Inw

Date Start

Email Invoices
Attach Invoices

End Success

Each step of the menu is described in the sections below.

2.1.2 Select Unbilled Invoices

Select Unbilled Invoices

B Tack 10121: Select Unbilled Invoices
Select Unbilled Invoices

Required: Enter Bill Year

Fill in the prompt, using the table
below which describes what the

Required: Enter Program Type [SCHTUITKMA | [KMA TUITIONS

selections mean.

Required: Bill date 01-JUN-2022
Exclude Fully Paid Bills: @ Yes O No
Exclude Credit Balance Bills: @ ves O No
Lookup oK Cancel Clear All

Once the selections are made,
click on [OK] — the system will
display the Maintain Work File
of Unbilled Balances screen as

shown below in Figure 2.

Prompt/Field

Enter Bill Year

Enter Program Type
Bill Date

Exclude Fully Paid Bills:

How Used

This will select invoices for the year entered

Select invoices only for the specified program; this is a required field

Include any and all charges with a bill date equal to or prior to the date entered
Select @Yes to exclude invoices where the all quarters for the invoice have been

paid. Select ® No to include fully paid bills, if the charges on the bill have been
paid it will display a zero balance.

Exclude Credit Balance
Bills

Select @Yes to exclude invoices with a credit balance. Select ® No to produce
invoices with a credit balance (to be supplied to the customer as a courtesy). A bill

is considered to have a credit balance only if the entire invoice is overpaid.
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2.1.3 Maintain Work File of Unbilled Invoices

Maintain Work File of Unbilled Invoices

The system will present the screen with all Bill #s checked; If all customers will receive an invoice, leave it as is. If
only a few customers should not receive an invoice, click on the box to leave it 0 unchecked. If only a few
customers should receive invoices, click on [3 Deselect All] and then set the checkbox M for each bill.

Maintain Work File of Unbilled Invoices
Goto... Sel |Bill= Cust#
) Prg Type Year Bill Date Amount| 4
e u 00000005 FUBLIC SCHOOLS SCHTULTEMA 022 [Dd—Mar—20Ee £041,50
[ [000291-00 Q0000005 PUELIC SCHOOLS SCHTULTKRA [2023  [0d-Mar—2022 641,50
AONEaS—00 BLIC SCHOOLS SCHTULTKMA [2023 [0d—Mar—2022 E041,50
=== [ [000252-00 00000006 g IC SCHOOLS SCHTULTRRRA [2023  [0d-Mar—2022 £041,50
[ [000293-00 Q0000006 BLIC scHoos SCHTULTRRRA [2023  [0d-Mar—2022 E041,50
2 Select All A o H REGIONAL SCHOOLS SCHTUITKMA 2023 [0d-Mar-2022 6041,50
00294-00 ha
[ [000234 - 00000008 PUBLIC SCHOOLS SCHTULTKMA [2023  [0d-Mar-2022 E041,50
n 5-00 00000023 ReC M SCHTULTRMA (2023 [0d-Mar—2022 £041,50
3 Deselect All TS AEL M SCHTUITKMA [2023 [0d-Mar—2022 E041,50
O0029%5—-00 ha
[] |000236-00 00000097 RE & MG CO SCHTULTKMA [2023  [0d—Mar—2022 E041,50
o et Lt [2] [D00297-00 (00000127 HARKETING SCHTULTRMA 2023 [0a—Mar—2022 £041 50
= GE W IV SCHTULTKMA [2023  [0d—Mar—2022 E041,50
00023800 20000127 £ WV SCHTULTKMA [2023  [0d—Mar—2022 E041,50
[ [000293-00 (00000129 hc SCHTULTRAR [2023 |04 Mar 2022 £041,50
000Z00-00 100000130 .
[ [000301-00 (00000132
Ready

Figure 2 Select the customers for whom invoices will be generated for printing or emailing

2.1.4 Edit List of Selected Invoices
Edit List of Selected Invoices

This will show each Invoice and all the charges on that Invoice that meet the Bill Date criteria in the prompt. This
report will show only those Invoices that are selected for processing; if some invoices were deselected in the prior
step, that will be reflected on the report. The same edit list can be run from the Maintain Work File of Unbilled
Balances screen.

This step also checks if there are any invoices to print and email. It will turn on the next steps accordingly; if no
invoices are set up to be emailed, the Email Invoices step will not be turned on.
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10124-MESFCUNEEDT . RER Peinted 07-Mar-2032 at

14,435,460

000277-00 00000127 ROSIT, MICHAEL N

Aalcctiur. Legend:

° Select Year: 2022
Program: SCHTUITRMA
wnaca: 03-Jun-2022

Figure 3 Edit List with report legend showing what was entered on prompt

2.1.5 Print Invoices

Print Invoices

This will display invoices in the ADMINS Crystal Reports Viewer (AdmCrv); a progress bar will be
displayed while the report is prepared. [HHNNENNENNRERRNNNNNER

2.1.6 Email Invoices

Email Invoices

When emailing invoices, the prompt will appear; specify an email address as a “CC”. Enter the addresses to whom
a copy should be sent; separate addresses with a comma (no space); a copy of each invoice emailed to a customer
will be sent to the email addresses specified. These addresses will be retained and will auto-populate the field the
next time the process is run. To clear the addresses, click on the [Clear All] button on the prompt.

B Task 10726: Email Invoices X

Email Invoices

Optional: Send Copies of Email Invoices to Email Address | pport@admins.com, phellt189@gmail.com, theresa@admins.com| |

Lookup Cancel Clear All

Figure 4 Generate a “CC:” to multiple email addresses when Emailing Original Invoices

The progress bar will appear while the invoices are prepared for emailing.

= Email Invoices - ] x
File Help

Starting step 190 ~
Create PDF Forms to Email v
ENNERRRRRERRRNNRRRRNRENERANRERNRENENENRERNREEER
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2.1.7 Attach Invoices

Attach Invoices

This last step updates the customer program record with a “last invoiced date” for each customer program that
has been invoiced.

= [AUC] 10100-Misc Billing Module Control| - X
Misc Billing Module Control
| SeqilDzscriptian Answer|[suttons [~
111006 |Attach Orizinal Bills (¥/N) i
SEat0e Actve Tkup up

If module control # 11106 is set to “Yes” the invoices are attached to the customer records. If set to “No,” this step
will only stamp the “Last Invoiced” date on the customer program records.

When this last step is complete, the menu will look like this:

Process Unbilled Charges

Description Date Start End Success
Select Unbilled Invoices
Maintain Work File of Unbilled Invoices
Edit List of Selected Invoices
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