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INFORMS Job Aid: Viewing & Printing Billing Invoices in «rms

PURPOSE AND DESCRIPTION

Purpose

This document explains how to view and print billing invoices.

Description

The key actions are provided to view the billing invoice via Bill Summary or Bill Details.
Additionally, it includes the actions on how to download a batch of invoices by utilizing the
reprint functionality.

VIEWING & PRINTING BILLING INVOICES

Step ‘ Action

1. Log into INFORMS.
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Select Finance/Supply Chain (FSCM).
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Credit to Cash Operations

Billing WorkCenter Billing Invoice List

4. Approvals Billing

Select Credit to Cash Operations.
Credit to Cash Operations
Receivables WorkCenter

Receivables

B

Select Billing WorkCenter.




INFORMS Job Aid: Viewing & Printing Billing Invoices

inferms

< Credit to Cash Operations

Reprint Invoices
View Supporting Documentation

Update Billing Worksheet

m O Case Sensitive

[ My Work
Current Work y Bill Summary
- Enter any information you have and click Search. Leave fields blank for a list of all values.
Exceptions -
- Find an Existing Value Keyword Search
v Links EERETR | o
Bill Entry Group . ¥ Search Criteria
Express Billing Business Unit | = + T Q
Adjust Entire Bill Invoice | begins with v | | ITOD003080 Q
Recurring Bill Schedules Bill Status | = -
Installment Bill Schedules . N
Customer | begins with v (o}
Copy Single Bill
Contract | begins with v
Summary
Bills in Business Unit | = + Q
Details
i = A
Other Links y Template Invoice Flag

Basic Search & Save Search Criteria

a) Under Bill Entry Group, select Summary.
b) Select the Find an Existing Value Tab.

c) Enter the Business Unit.

d) Select the Invoice number you want to print.

e) Select Search.

< Credit to Cash Operafions

Bill Summary

Bill Entry Group

b Links I Bil Summary Info I‘ ill Summary Info 2 ‘

e Unit T Invoice  [T00003080
Evpress Biling Gross Extended Amount 0295
Adjust Entire Bill Total Discounts 0.00
Total Surcharges 0.00
Recurring Bill Schedules
Instaliment Bill Schedules
Total VAT Amount 0.00
Copy Single Bil Total Taxes 0.00
i
Total Inveice Amount 30295
Details
Forward Bal 0.00
Other Links w Paid Amount 0.00
Reprint Invoices
Total Due 30295 USD
View Supporting Documentation
Goto: Header Info 1 Address
Update Billing Worksheet Bill Search Line Search View Audit Logs
Process Monitor
Return to Search Notify
f Queries

a3

Invoice Received Date  11/17/2021

Customer WS MIAMI-DADE 'WATER & SEWER

Invoice Type Regular
BITYPE gy senvces
Bill Source  MISC

Bill Status NV

Miscellaneous

Template No
Consol Hdr Ng
Bill By I EXT_INTER
Invoice Media Email Invoice as Attachment

Due Date  12117/2021

YOPy ROOTESS Notes

Personalze Page 4|

# Qe i S

New Window | Help

a) Select the Bill Summary Info tab, the invoice information will be displayed.
b) Select the View Invoice Image hyperlink.
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Due, and detailed Line Description, Quantity, and Amount.

The Billing Invoice image will be displayed with the Department Information, Customer
Information, Invoice Number, Invoice Date, Payment Terms, Due Date, Total Amount

HIAHI—DADE'
[COUNTY|

Please Remit To:
Miami-Dade Information Technol
5680 SW 8Tth Ave

Miami, Florida, 33173

Invoice Number
Invoice Date
Customer Mumber
Payment Terms

INVOICE

ITOO003080
MNovember 17, 2021
W3

Net 30

305/586-8200 Cue Date December 17, 2021

Bill To:

MIAMI-DADE WATER & SEWER TOTAL AMOUNT DUE: 302.95 USD

JEMIMA JEAN-CHARLES

3071 SW 38TH AVE

MIAMI FL 33146 AMOUNT REMITTED

United States

Comments:

Line Identifier Description Gty UOM Unit Amount Met Amount

1 TAS0000001 76719 100 EA 242,00 529200

2 TAS0000001 76718 100 EA 10.85 31085
Total $302.95

7. End of Process
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VIEW INVOICE VIA BILLING DETAILS

4 Credit to Cash Operations

I Links

Bill Entry Group Bill Inquiry

Contract | begins with

Reprint Inveices
[ Case Sensitive
View Supperting Documentation

Update Billing Worksheet

) ]
Clear Basic Search &

Frocess Monitor

Save Search Criteria

w
Enter any information you have and click Search. Leave fields blank for a list of all values.
Express Billing
Adjust Entire Bil | Find an Existing Value I | Keyword Search
Recurring Bill Schedules ~ Search Criteria
Installment Bill Schedules Business Unit | = w IT Q
Copy Single Bil Invoice | begins with v | | [T00003080 Q
Summary
Bill 5tatus | = e -
Details I
Customer | begins with Q
(Other Links ~

a) Under the Bill Entry Group, select Details.
b) Select the Find an Existing Value tab.
c) Enter the Business Unit.

d) Select the Invoice number you wish to see the details on.

<

Cycle 1D

< Credit to Cash Operations Bill Inquiry
|- Links
Header - Info 1 ‘ Line -Info 1
Eill Entry Group
—
Express Billng unit T Invoice  IT00003080 Invoice Amt 30295 USD
Adjust Entire Bil
staws NV Invoice Dete  11/1712021
Recurring Bill Schedules Type svC Source  MISC
Installment Bil Schedules Customer WS subCustl
MIAMI-DADE WATER & SEWER
Copy Single Bill Invoice Form  XMLPUB From Date
Accounting Date 117172021 PayTerms  NET30
Summary
RemitTo WELLS Bank Account  WO01
Eamls Sales  TEAM Bill Inquiry Phone
Ee— . Credit ANALYST Collect  COL
Billing Specialist Billing Authority
Reprint Invoices
View Supporting Dacumentatn Goto Header Info 2 hddress Copy Address Notes
Summary Commit Catn
Update Billing Workshest
Header - Info 1 ~
Process Maniar Bl Search Line Search
[ Queries Return to Search Notify Refresh

Frequency Once

SubCust2

To Date

Page Series
Prev  Hext

a) Select the Header — Info 1 tab.
b) Select the View Invoice Image hyperlink.
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HIAHI—DADE'
[COUNTY |

Please Remit To:
Miami-Dade Information Technol
5680 SW BTth Ave

Miami, Florida, 33173
305/596-8200

Bill To:

MIAMI-DADE WATER & SEWER
JEMIMA JEAN-CHARLES

3071 SW 38TH AVE

MIAMI FL 33146

Invoice Number
Invoice Date
Customer Number
Payment Terms
Due Date

TOTAL AMOUNT DUE:

AMOUNT REMITTED

INVOICE

ITO0003080
November 17, 2021
wWs

Met 30

December 17, 2021

30295 UsSD

United States

Comments:

Line Identifier Description Qry  UoM Unit Amount MNet Amount

1 TASDODOOD1TET 19 100 EA Z02.00 $292.00

2 TASDODOODY 76T 19 100 EA 1085 51095
Total 5302.95

The Billing Invoice image will be displayed with the Department Information, Customer
Information, Invoice Number, Invoice Date, Payment Terms, Due Date, Total Amount
Due, and detailed Line Description, Quantity, and Amount.

3. End of Process
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BATCH INVOICE DOWNLOAD/REPRINT INVOICES

¢ Credit to Cash Operations Reprint Invoices

Ir Links
Bill Entry Group . Reprint Invoices
Enter any information you have and click Search. Leave fields blank for a list of all values.
Express Billing
Adjust Entire Bill Find an Existing Value Add a New Value
Recurring Bill Schedules « Search Criteria
Installment Bill Schedules Run Control ID | begins with w
Copy Single Bill OcCase Sensitive

summary u
. Search Clear Basic Search ¥ Save Search Criteria
Details

Other Links

I Reprint Invoices I Find an Existing Value | Add a New Value

Wiew Supporting Documentation
Update Billing Worksheet

Frocess Monitor

[ Queries

Under the Other Links section, select Reprint Invoices.

NOTE: If this is the first time using Reprint Invoices, select Add a New Value tab and
enter the Run Control ID. Then select the Add button.
If it is not the first time using Reprint Invoices, enter the Run Control ID and
select Search. Select the Run Control ID you wish to run.
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a)

b)

c)

< Credit to Cash Operations Reprint Invoices

P ‘ Reprint Invoices ‘ Erint Optionz
Bill Entry Group .
Report Manager Prooess Monitor Run
= s Run Control ID MC_REFRINT
cpress Billing &
Language | Engish W ® Specified Language Recipient's Language
Adjust Entire Bill
Recurring Bill Schedules .
Selection Parameters Q 1of1 v View Al
nstaliment Sill Schacules
+ -
Copy Single Bi Seq Nbr 1
Include Attached Bills
Summary Include Open Items Only
Range Selecion
Ostails u From Business Unit | IT aQ
Al ® Invoice ID
Other Links . Bill Cycle CustID To Business Unit | IT a
Date Bill Added Bill Type
Reprint Invoices Range ID Bill Source From Invoice | [TOO003084
Public Voucher Number i
Wiew Supporting Documentation To Invoice | ITOO003080
Update Siling Worksheat From Due Date
Process Monitor To Due Date |15
From Invoice Date )
I Queries
To Invoice Date
Query Manager
Billing Queries - | v | Return to Search MNotify Add Undate/Display

On the Selection Parameters section, enter the following information:
From Business Unit.

To Business Unit.
From Invoice.

To Invoice.
Select Save.

Select the yellow Bills To Be Processed icon = to the right of the Run button to
verify that the invoice requested is listed.

infern
Bills To Be Processed x warariee
P S—
s

e
b Links Bills To Be Processed
Rl F Q o1 Viewt
Jein Entry Group o
Er==E BiUnit  Invoice Status Gustomer Inv Layout Layout Type  Bill To Media
Adjusi Enire il - int G
- cﬁoﬂ T To000a084 Ny o LPUB x Print Gopy s
Recuming Bil Scheduies
T ITa0003085 oy o= XMLPUB x Frint Copy
[Er—— i -
O inciugel | ™ Ta000a085 Ny S AMLPUE x Frint Copy
Copy Single 5if O Include
S Regese| T o0 w = smeuz P Fint Copy
onn
Detais Omilcyd ™ rmacooz0se Ny ™ AMLPUE x Prnt Cepy
ODate Bil
o ase - ORangell i To0003075 Ny ™ xmPuB x Print Copy
OPublic
Reprint Invaices.
T rTacoozaTe oy v ALEUE x Frint Copy
View Supporting Documantation 1
T To0002077 Ny RE xmLPUB x Print Gopy
Updste Biling Warkshest
P T Ima000307s oy B AMLPUE x Frint Copy
T rTaoouaoTe Ny 0000000828 AMLPUB x PrntGopy
I Queries.
- Email Invoice 25
ey Niamsger i T Ima0003020 oy ws AMLPUE x e I -
[Biting Gueries o
— -

Review the Bills To Be Processed screen and select the Return button.

inferms




INFORMS Job Aid: Viewing & Printing Billing Invoices in «rms

< Credit to Cash Operations nt Invoices

Express Billing
| Reprint Invoices I Print Options I
Adjust Entire Bill
Recurring Bill Schedules
i v View All
Instaliment Bill Schedules e a -
Copy Single Bil -
Py Sing SeqNbr 1 +
Summary - .
Print Invoice Sort By Summarization Options
Details @® Country, Postal For Invoices associated with Summarization Template:
O Customer, Invoice ® Print Detail
Adjustment History . .
4, OBus Unit, Invoice rint Summarized
Other Links . O Print Both Summarized & Detail
Reprint Invoices [ Print Only Primary Copy
O Custom Label
View Supporting Dacumentation
O Use Current Effective Address *Email Invoice Options | Print Only ~
Update Billing Workshest O Include Print Suppressed Forms
Frocess Monitor
Save Return to Search Previous in List Next in List Notify Add Update/Display
[r Queries
Reprint Invoices | Print Options
Query Manager

a) Select the Print Options tab.
b) Inthe *Email Invoice Options field select Print Only.

Process Scheduler Request

Process List

Select  Description Process Name Process Type Type “Format Distribution e e
I Links
o Srint Inuoies wSOR BP0 Pion (None;, v (Nona) w Distribution
it £ntry Group
=0 - o Print XMLP PSAD3 Invaice BIPJ100 PSJob (None] v (Nonz) v Distribution
Exoress Siling
o Print Grants Invoice wWSQR BIPJ20 PSJob (None, W (Nonz) W Distribution
Adust Entre 51l
O Print SF10081 inveice wiSQR BP0 Pssct MNovel v | |fone] w | Distuton
Racuring il Schedules i
i o Frint Invoice wiXML Publisher ERE PSlon (Nane! v ihane) v
Insteiment 21| Scheduies
o Print XMLP PSICA Invoice: BIPJSS PSJob (None, W (Nonz) W Distribution J
Copy Singie 5l
e o Print XMLF 1034135 Invoioa BIPB0 PIlob {None] (None) w Distribution
Summary o
S o SR — sros Fsscn Morel v |wne) w | Dstuton
O
[other Links: . ol o Print XMLP Invoics BIPJTS PSJob (None, v (Nonz) W Distribution
Ol
5 Reprint Invoices Off O PitxuPPSPC moce P80 PSlct MNovel v | |one] w | Distuton
[e]
. e e O Enmooss Esom veise srss Fsscn Morel v |wne) w | Dstuton
HEEEELY snest o Print XMLP PSAD1 Invaice BP0 PSJob (None, v (Nonz) W Distribution
Pressss Maniter
0 PrintXULP PSADZ Invoice P05 PS1c (Novel v || fone] w | Distion
Iraueries — [pS— . (ons | [owrer v]  osiwuion I

.
= —3 oK Cancel -
S 2l | = ‘N

a) Select the Reprint Invoices tab.

b) Select the Run button. The Process Scheduler Request page will appear.

c) Select the MD Billing Invoice Reprint (MDBIREPR) line from the Process List.
d) Select OK.

10
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¢ Credit to Cash Operations Reprint Invoices

Jlintes | Reprint Invoices ‘ Erint Optians
Bill Entry Group .
Report Manager R "
. Run Control ID MC_REPRINT pen Manager -
Express Biling = i —
Language | English ® Specified Language Recipient's Language
Adjust Entire Sl
Recurring il Schedules I
Selection Parameters Q o View All
nstaliment Sill Schedules
| -
Copy Single Bil Seq Nbr 1
Include Attached Bills
Summary Include Open ltems Only
Range Selection
Datails From Business Unit |IT Q
All ® Invoice ID
Other Links, o Bill Cycle CustID To Business Unit |IT a
Date Bill Added Bill Type
Reprint Invoices Range ID Bill Source From Invoice | ITD0003054
Public Voucher Number i
\iew Supporiing Documentation To Invoice | IT00003080
Update Billing Worksheet From Due Date
Frocess Monitor To Due Date
From Invoice Date
I Queries
To Invoice Date
Query Manager
Billing Queries ~ Save Return to Search Updatelisplay

Select the Process Monitor hyperlink.

< Credit to Cash Operations

I Links

Bill Entry Group

Exprass Siling

Adjust Entire Bill

Recurring Bil Schedules

nstaliment Sil Sehedules.

Copy Single Bil

Summary

Detsiis

Other Links

Reprint Invoices

\iew Supporing Documentation

Update Biling Workshest

Process Monitor

- Queries

Query Manager

Billing Querie

ProcessList || SemerList

View Process Request For

UseriD [E158005 Q| Type
Server v Name
Run Status v Distribution Status

Process List

B Q

Select

Instance Seq. Process Type
620571 =
620807 PElob

Go back to Reprint Invoices

(e | o

Procass List

- List

v Lt

Q| Instance From

Process Name  User

MDEIREFR. 158005

MDEIREFR. £158005

Reprint Invoices

v 1| | Hours

Instance To

w| O SaveOnRefresh

Run Date/Time
117182021 5:17:16PM EST

117182021 5:12:60PM EST

Distribution
Run Status BEL Details
Success Posied Detaiis
Success Posied Detais

Help | Persenaiize Pp

displays Posted.

Select Refresh button until the Run Status displays Success and the Distribution Status

Select the Report Manager hyperlink when the Run Status is Success and Distribution
Status is Posted.
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« Credit to Cash Operations

T List Explarer | Archives
[Bill Entry Group .
Evpress Biling View Reports For
UserID | E153005 Type v || Last v 1 |[pays W Refrach
Adjust Entire Bl
- + | Instance to
Recurring Bill Schedules Status Folder
nsiallment il Schedules
Report List
Gopy Single Bi
" Q 1-50cf24 W b M View Al
summary Report P Re
u Select I;W h’s";nw Description Da:e:"TEisn('\e Format  Status Details
Datails
béher Linke . 248053 | 620573 IE |_PRNXPNO1 - BI_PRNXPNO1.pdf I éu'ﬁéﬁf ?cp'g%a‘ Posted | Details
Reprint Invoices 248052 | 620574 Invaice Bursting Pragram Eﬁf ,_.e;r““ Posted | Details
\iew Supporting Documentation 248050 | 620572 Invoice Extract Process ";E.z,j ,_.E,:‘:“EE Posted Details
Update Biling Worksheat 245048 | 620570 Invoice Bursting Program éf“‘;;ﬁ] :e;‘tr"“ Posted  Detais
Frecess Manier 245047 620565 Inuoice Extract Prossss é“'zsé';z,} :eL’:‘UF"es Posted | Details
Queries 243044 | 520565 PIAR Posting ;‘0'9852-%2,.] :e;f"es Fosted | Detsils
Ry 24ge42 G205+ = Pancing Group Generstor Py C_?':‘:“EE Posted  Datzis
[Filling Queries o 345042 | 620553 | PSIAR Receivable Update? iaomal  eafie poses  Dewmis
a) Select the Administration Tab.
b) Select the hyperlink for the .PDF file.
The invoices will be displayed.
MIAMH
Plaasa Ramit To: Invoice Number ITODDO3080
Miami-Dade Information Technol Invoice Date November 17, 2021
5680 SW BTth Ave Customer Number w5
Miami, Florida, 33173 Payment Terms Net 30
305/506-8200 Due Date December 17, 2021
Bill To:
MIAMI-DADE WATER & SEWER TOTAL AMOUNT DUE: 302.95 USD
JEMIMA JEAN-CHARLES
3071 SW 38TH AVE
MIAMI FL 33146 AMDUNT REMITTED
United States
Comments:
Line Identifier Description Qty UOM Unit Amount Met Amount
1 TASDOOODO1TET18 100 EA 2200 $292 00
2 TASDOODDO1TET18 100 EA 10.85 31085
Total 5302.95

End of Process.
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