Create Billing Document

Use this procedure to create a billing document for a single billing request.
Trigger
Perform this procedure when creating a billing document from an existing billing request.
Prerequisites
e Billing request
Menu Path
Use the following menu path to begin this transaction:

e Accounts Receivable # Sales Order Billing Process # Manage Billing # Create Billing
Document

Helpful Hints

The R/O/C column in the field description table represents the three types of data entry fields in FMMI.

e Ris for required fields that must be populated to complete a transaction.
e Ois for optional fields that are not mandatory to complete a transaction.

e Cis for conditional fields that are dependent on population of related fields and specific
transactional events.

On certain screens you may need to scroll to view additional data fields.

Data used in this procedure is a representative sample of the data that is available in the production
environment. Actual transaction data in the production environment may vary based on your given
scenario.
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Create Billing Document

Procedure

1. Start the transaction by accessing the Accounts Receivable tab.

2.

Click the Sales Order Billing Process tab IEEIRSICEMEIINI RS

3. Click the Manage Billing business activity link = Manage Billing

Create Billing Request - FMMI Portal - Training

Help | Log Off

Funds Management  General Ledger Management  Periodic

Create Billing Request

| History, Back E
|4+ 4
| Resource-Related Billing Request: Initial Screen
* [ Manage Biling I [Menu) | | Back || Ext |[ Cancel | [ System | [ Expenses || Sales price |[ Billing request |
= Create Billing Request :
+ Thisge Silkg Rogassl Sales and Distribution
» Display Biling Reguest Sales Document | ]
= Create Biling Document Sales Document ltem to
= Change Billing Document
- Display Biling Document Pricing
» Cancel Biling Document s
« Print Biling !:neerles! FHEA B
= Print Customer Account Statement
» Run Biling Due List Source
= Create Batch Biling Posting date to 07/28/2009
= Run Background Processing |Process Open Items Only
¥ [0 Manage User Fees
Portal Favorites E = i b
Purchase order no.
Sold-to party
WBS Element
4l [ ol 4

4.  Click the Create Billing Document task link |* Create Biling Document
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Create Billing Document - FMMI Portal - Training

Unm‘rJ States Department of Agriculture
F__IFinancial Management Modernization Initiative

Welcome  Accounts Payable Ral===l0cliE--0EHEE Cost Management

Help | Log Off

Funds Management  General Ledger Management  Periodic

Customer Master Data Maintenance | Sales Order Process | Sales Order Billing Process | AR Process | AR Approval | Revenue Forecasting Process

Create Billing Document

]
| Create Billing Document

| History, Back B

I| Menu, | | Save || Back || Exit |[ Cancel | [ System | | Change || Display || Billing due list || Billing document oveniew || Selection date || Selection list || Execute || More..)

Default data
Billing Type 4] Servrendered
Billing Drate Pricing date
Docs to be processed
Cocument |rlern |SD document categ. |F‘mcessing status ]Eilim
B =] =]
[ =]
4 3
5. Asrequired, complete/review the following fields:
Field R/O/C Description
Document (Create R -
Billing Doc) Enter the billing request document number generated by

field.

Example:
70000005

running resource related billing in this field. The last billing
request number you created will default into the Document

6.  Click the Selection List button [_S&lection list |
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Create Billing Document - FMMI Portal - Training

USDAR S _ .
= —— i 1] u Help | Log Of
_lFinancial Management Mudemudtaun Initiative =

Welcome  Accounts Payable Ral==-ll0cliC=-0EHC8 Cost Management  Funds Management  General Ledger Management  Periodic
Customer Master Data Maintenance | Sales Order Process | Sales Order Billing Process | AR Process AR Approval | Revenue Forecasting Process
Create Billing Document | History, Back B

]
| Create Billing Document
I| Menu, | [Cancel | | System,) | | Copy || Select || Position |

Ref.
Debit Memo Request 70000005

All items
ltem  [Description [open quantity [Billing Date [Billed quanti
] 10 TRANSPORTATION OF GOODS |1 07/29/2009 0 B
20 TRANSPORTATION OF GOODS |1 07/28/2009 0
[ =
4 »

7. View the line items to be included in the billing document.

Click the Cancel button to return to the main screen.
This step is not required, but recommended to ensure the billing document will include the
correct information.

To remove a line item, access the billing request through the Change Billing Request task
and remove the line item.
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Create Billing Document - FMMI Portal - Training

United S Departme C € Help | Log Off
Financial Managem =

Funds Management  General Ledger Management  Periodic

Create Billing Document | History, Back

| Create Billing Document
I|MenuJ | [Save || Back || Exit |[ Cancel | [ System] | [ Change |[ Display || Billing due list || Billing document overview || Selection date |[ Execute || More documents | | More )

Default data
Billing Type 4] Sersrendered
Billing Drate Pricing date
Docs to be processed
Document |rloern |SD document categ. |F‘mcessing status ]Eilim
7?0000005‘_@] Dehit memao reguest Processed

8. Click the Save button .
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Create Billing Document - FMMI Portal - Training
SDA

=il |nited States Department of Agnculture
Financial Management Modernization Initiative

Welcome  Accounts Payable [UEITICHIERENELICE Cost Management  Funds Management  General Ledger Management  Periodic

Customer Master Data Maintenance | Sales Order Process | | AR Process AR Approval | Revenue Forecasting Process

Create Billing Document | History, Back =

Create Billing Document
| Menu, | | Save || Back || Exit || Cancel || System | | Change || Display || Billing due list || Billing d t || Selection date || Sel list || Execute || More._

Default data
Billing Type Senvrendered
Billing Date Pricing date

(2]

Docs to be processed
| IDocument 1jleri': }SD document categ. }‘rhdaséim status bdlm

g sl

[0 Document 20000033 has been saved DlEieRE ]
@ Intemnet | Protected Mode: Off | 100% ~

9. The simulation has been successfully completed. End of procedure.

View the confirmation message at the bottom of the screen, "Document 90000033 has been
saved." The process of creating the billing document creates the open receivable against the

sold-to party (customer).

IMPORTANT : If the payment method is IPAC, the billing document must be edited to include
data critical for a successful transmission to Treasury. Please review the Change Billing
Document - IPAC Payment online help procedure for details.
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