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Web Invoicing
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Learning Objectives

Get to the Web Invoice Form
Create a Customer Invoice
Submit an Invoice

Add or Update Customers
Print Invoices

Invoice Reports

This course will cover the Web Invoice Form. In this course, we will cover:
How to Get to the Web Invoice Form

How Create a Customer Invoice

How Submit an Invoice

How Add or Update Customers

How to Print Invoices

And How to Get to the Invoice Reports
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Open the Form

~ CUBS Website:
http://www.clemson.edu/cubs

e Click on Forms-Financial and enter
WeT T Py P your Novell ID and Password. Click
= on Login.

Click on Web Invoices.

To open the form, go to the CUBS website at the URL shown on your screen,

then click on Forms — Financial.

Enter your Novell ID and Password. Click on Login.

Click on Web Invoices.
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Login Page

Clemson University
Login Page

Userid mtp

Password esssses

The document or application that you have requested requires that you
enter your Clemson userid and password for purposes of authentication.
To logout, close your web browser.

Enter your Novell User id and Password. Click on Login.
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Create a New Invoice

Billing and Receivahles

Create a new invoice

Status Weh Invoice# Type Customer Date Created
No Weh hvoices Were Found

To create a new invoice, click on Create a new invoice.
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Customer Number

Location Code

Billing Department
Department Phone: ex 646565555 - dgis only

Description of Charges

Total Amount of brvoice

If you know the customer number for the invoice, enter it in the Customer
Number field. If you do not know the customer number, click on the Customers

or Students button to see a listing of available customers or students.
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Select the Customer

Click on the first letter of the Customer’s name. For example: If the customer’s

name is John Doe, you would click on “J” for John, not “D” for Doe.
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Select the Appropriate Location

Notice that some customers will have more than one address. This is identified
beside the 4 digit Location Code (usually a 1 or a 2). To select the appropriate
customer address, click on the customer identification number for the location
code that you need to mail the invoice to. Once you click on the identification

number, the customer location code will default into the web invoice form.
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Notice that the Customer Number and Location Code defaulted in based on the

selection from the previous screen.
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Enter the invoice date, billing department and department phone number
(numbers only). The phone number will print on the invoice as the billing
department contact number. This is the number the customer should call with
any questions. Enter a description of the charges. The description on the
invoice will contain the information exactly as it is typed in this field. Enter the

Total Amount of the Invoice.
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Distributions

Scroll down to the Distributions section. In this section, enter the distribution and
amount that the money being collected goes to. The form restricts expense

accounts.

Enter the Total of Distributions (total amount of the invoice) once again.

Click on the Save button to save the form. Once the form has been saved, the
form can be printed and closed. Once Save has been clicked, a Submit button

will appear for the final submit.

When the Save button has been clicked, the system will check for addition errors
in the distribution lines and invoice total, as well as, valid chartfield distributions.
An invoice number is then assigned (ex: W530750000). “W” represents a web-
generated invoice; 5307 represents the invoicing department; 50000 represents

a randomly assigned 5 digit number.

If you need to delete the invoice, press the delete button. If you need to clear the

form, press the cancel button.
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Final Invoice

—

A final invoice will appear with an Invoice number and submit button.
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Submit Button

Click on the Submit button to submit the invoice.

An automatic nightly process picks up all submitted invoices. If no budget errors
occur, the invoice will be posted as a PeopleSoft Accounts Receivable (AR)

Open Item/Invoice the next morning.

Try to remember the invoice number. It is your responsibility to verify that all
submitted invoices post to the PeopleSoft AR system. If you invoice fails budget
check, it will remain in a Processed status in the web forms. You must
communicate with the AR office to clear budget check errors. This is covered in

more detail in the Reports section of this course.
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Final Invoice

Once the Submit button is clicked it will disappear from the invoice.
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View an Existing Invoice

Click on the Web Invoice number to pull up an existing invoice.

Existing Invoice Status Indicators:

Unfinished is for invoices that have been saved but not submitted. These
invoices can be changed, submitted, or deleted.

Submitted is for invoices that have been submitted and will be picked up in the
nightly process.

Processed is for invoices that have been submitted and have been through the
nightly processes and are now open items/invoices in the PeopleSoft Accounts
Receivable system. Invoices that fail budget check will also show up with a

status of processed.
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Add/Update Customers

L]

If you need to add a customer that is not in the list, click on the Customers or
Students button on the Create a New Invoice screen, then click on Add a New
Customer. To update an existing customer’s information, click on the Update an

Existing customer link.
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Customer Addition Form

Enter the new customer’s information in the appropriate fields. When the Submit
button is clicked, the form will be routed to the Accounts Receivable office. The
customer information will be added as soon as possible. In most cases this will
be the next business day. To see if a customer has been added, look in the

Customer listing.
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Customer Update Form

To update an existing customer’s information, enter the updates in the
appropriate fields and click Submit. Just like with additions, when the Submit
button is clicked, the form will be routed to the Accounts Receivable office. The
customer information will be updated as soon as possible. In most cases this will
be the next business day. To see if a customer has been updated, look in the

Customer listing.
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Reports

Invoices

Shortcut to Billing Invoice Errors
Shortcut to Billing Invoice Payments
Invoice Aging

There are four reports that are used with Customer Invoices.
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Invoices

The Invoices report is used to print all invoices that are ready to be printed. The
report is updated nightly and are stored in the Invoices folder by date, then by

department number.

To get to this report, double click on the My Computer icon, double click on P:

drive, double click on Cubsrpt folder, then the Invoices folder.
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Click on the appropriate date, then the department number. Double click on the

your department number.
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The Invoice

Your invoices will appear. Click on the Print icon to print all of the invoices. This

is the copy that needs to be mailed to the customer.

All departments are responsible for timely mailing of all invoices. It is important
to remember that Clemson University considers an invoice past due 30 days

after the invoice date, therefore, timely mailing of invoices is extremely important.

For reconciliation purposes, backup documentation is required for every revenue
transaction; therefore, you might want to print 2 copies of each invoice (one to be
mailed and one to keep for documentation along with any other documentation

supporting the invoice).

Invoices to State Agencies for $1,000 or more require an IDT form to be attached
to the invoice. The AR office will mail these invoices and the IDT forms. You will
notice a watermark on these invoices stating, “Do Not Mail”. Failure to

acknowledge this message will cause a delay in payment.
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Business Systems Data
Warehouse Reports

https://busdwh.clemson.edu/

*Shortcut to Billing Invoice Errors
*Shortcut to Billing Invoice Payments
*Invoice Aging

The other 3 Invoice reports are located with the Business Systems Data Warehouse
Daily Reports. Refer to the Business Systems Data Warehouse Reports for more

information on accessing that system.

The Shortcut to Billing Invoice Errors is a report that shows all invoices that did not
process due to a budget check error. This report is updated nightly. If you have an
invoice that failed budget check, you should contact the Accounts Receivable (AR) office
by e-mail and let them know what needs to be changed for the invoice to post or if the

invoice needs to be deleted. The AR office will resubmit or delete the invoice for you.

The address of the AR Office is: ACCOUNTS_RECEIVABLE-L@CLEMSON.EDU

The Shortcut to Billing Invoice Payments is a report that contains the paid invoices which
shows departmental users payments received and applied to their invoices. This report

is updated nightly. It will list all pertinent payment information.

The Invoice Aging report allows departments to see and verify outstanding invoices and
their aging. Policy states that departments may not invoice customers that currently

have an outstanding invoice 60 days old.
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Other Invoicing Reports

To view the other invoicing reports, Billing Invoice Errors, Billing Invoice
Payments, or Invoice Aging, click on the Daily Reports folder for your budget

center and click on the appropriate report.



