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UNIVERSITY OF

South Carolina

Office of the Controller
Miscellaneous Accounts Receivable
Creating an Invoice

A customer can be invoiced once activated. To create an invoice in PeopleSoft finance, use the
navigation:

Main Menu > Billing> Maintain Bills > Express Billing

Step 1: Click Add a New Value button.

Favorites ¥ | Main Menu ¥ > BilingY > MaintainBills¥ > Express Biling

Billing ~ | Search Y Advanced Search Bl Last Search Results

Workiist | # Home | SignOut

24 | university or AddTo v g @
2 | SOUTH CAROLINA

Nofifications ~ NavBar

New Window | Help 2
Express Bill Entry

Find an Existing Value

@Add a New Value

v Search Criteria

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

@Recent l Choose from recent searches VI /ﬂsaved l Choose from saved searches VI /

Business Unit SCAIK Q

Invoice [ begins with v] [AKoooooeso Q]
Bill Status [ - vl [ vl
Customer [ begins with v] [ Ql

Contract [ begins with v] [ ]

Template Invoice Flag [: vl [

)

 Show fewer options




Step 2: From the next screen, click the Add button.

Note: Business Unit should correlate to your Campus.

Favoites ¥ | MainMenu™ > Biling¥ > MaintainBils¥ > Express Biling Workiist | # Home | SignOut

Billing ~ »
™ . 9~ | Search Advanced Search o g @
@E& SOUTH CAROLINA Nofifications  NavBar
New Window | Help

& | universiry o

Express Bill Entry

*Business Unii

*Invoice
Bill Type Identifier :}
Invoice Date

=]

Step 3: On the Billing General page, enter the Invoice Date in the Invoice Date field. The invoice date is
the current date.

Step 4: Click the Customer Lookup button and select the appropriate Customer.

Favoites ¥ | MainMenu™ > Biling¥ > MaintainBills¥ > ExpressBiling Worklist | # Home | SignoOut

Billing ~ | Search Rl Acvanced Search - n ®
o~ 2

Nofifications  NavBar

Related Content v | New Window | Help | Personalize Page

Billing General

Unit  SCAIK Invoice  NEXT Pretax Amt 0.000

Bill Status |NEW Q *Invoice Date |11/06/2025 |

*Bill Type |AIK

CycleID |[MISC_AR *Frequency | Once v

Vv Customer Information

*Customer :@ View Customer Activity

> Address
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Step 5: Enter the customer ID in the Customer field.
Step 6: Click the Search button.

Step 7: Click the Customer hyperlink to populate the Customer field on the Billing General page.

Favorites ¥ Main Menu ¥ Biling ¥ Maintain Bills ¥ Express Bill Worklist A Home Sign Out
Look Up Customer X ‘ l
B e Q@
SOUTH CAROLINA Help Noffications ~ NavBar
SetlD MSCAR

Related Content v | New Window | Help | Personalize Page 2

Billing General Customer l begins with VI [ETOOOOMS l|

Name 1 l begins with VI l l
Unit  SCAIK Invoice NEXT

Bill Status [NEW. Q Basic Lookup
*Bill AIK
e Search Results
Cycle ID |MISC_AR

v Customer Information Customer | Name 1 InterUnit

|CSTOOOOO43 Aiken Regional Medical Centers ‘ N |

Aiken Regional Medical Center§

View 100 1-10f1 v ‘

> Address

> Payment Information

Vv Header Detail

*Accounting Date |11/06/2025
*From Date |11/06/2025 *To Date | 11/06/2025

Step 8: In the Customer Information section, click the expand arrow next to Address to verify the
contact was added successfully. There should be a 1 in the *Attention To box and in the *Location box.

Note: If either box is empty, the contact was not added successfully.

Favortes¥ | ManMenu™ > Bilingv > MaintainBils¥ > ExpressBiling Workiist | i Home | SignOut

Billing ~ | Search Rl Advanced Search Add Tc Q @
(I <

%(g UNIVERSITY OF
=¥ | SOUTH CAROLINA Nofifications ~ NavBar

v Customer Information

*Customer |CST0000043 Q View Customer Activity

Aiken Regional Medical Centers

*Attention To Contact Name lThOmas Kelly
*Location Number of Copies

Language Code ENG *Invoice Media l Email v

~ Address |

Email Address  thomas. kelly@uhsinc.com

Country  USA United States
Address 1 302 University Pkwy

Address 2
Address 3
Ccity Aiken
County Postal 29801

State SC South Carolina

> Payment Information
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Step 9: Click the Invoice Media drop-down arrow and make the appropriate selection.
e Select Email if you would like the system to email the invoice to the Customer.
e Select Print if you would like to print/save the invoice and email the invoice to the customer to
include additional attachments.

Favorites¥ | ManMenu™ > Bilingv > MaintainBils™ > Express Biling Workiist | & Home | SignOut

)
s

%g UNIVERSITY OF
¥ | SOUTH CAROLINA Nofifications ~ NavBar

v Customer Information

*Customer |CST0000043 Q View Customer Activity

Aiken Regional Medical Centers

*Attention To Contact Name lThOmas Kelly
*Location Number of Copies 1

Language Code ENG *Invoice Media l Email VI
Email Address thomas.kelly@uhsinc.com Email
Country  USA United States

Address 1 302 University Pkwy

v Address

Address 2
Address 3
city Aiken

County Postal 29801

State SC South Carolina

Step 10: Click the Payment Information expand arrow to update the Payment Terms.

Step 11: If you need to select a different Pay Terms option, click the Pay Terms Lookup button.

Favoites¥ | MainMenu™ > Bilingv > MaintainBils™ > Express Biling Workiist | i Home | SignOut

Billing ~ | Search Rl Advanced Search Add Tc Q @
o v

ﬂ’ﬁ %&ROUNA FU_A_ T Nuilﬁ;imns NavBar
v Payment Information

* Check v
Pay Terms |NET15 n Pay Method heck

Remit To |SCDEP Bank Account |AIK
Paid Reference
Paid Amount 0.00 Fwd Balance 0.00

Letter of Credit ID Letter of Credit Document ID

Step 12: Click the Payment Terms ID applicable for this invoice.

Favorites ¥ | Main Menu ¥ Billing ¥ Maintain Bills ~ Express Billng Worklist | i Home | SignoOut
Adranced Search I s N G)
JTH CAROLINA Notfications  NavBar
v Payment ion
*Pay Terms e aatinet | CheCk v
Remit To Look Up Pay Terms X
Paid Reference :] Help
“SetlD MSCAR
Paid Amount Payment Terms ID [ begins with v] [\
Letter of Credit ID :] Letter of G
v Header Detail Search Results
*Accounting Date |11/06/2025 View 100 1303 v ‘
“From Date Payment Terms ID | Description
Sales Person IMMED ‘Due Immediately
Credit Analyst NET15 Due in 15 Days
“Billing Specialist E NET30 \ Due in 30 Days
System Source:
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Step 13: In the Header Detail section, click the Billing Specialist Lookup button to select the Billing
Specialist.

Favoites ¥ | MainMenu~ > Biling¥ > Maintain Bils ¥ > Express Billing Worklist | & Home | SignoOut

Billing ~ | Search Rl Advanced Search AddTo v Q @

25 | universiTy or
@.‘WQ\R@UM Notifications  NavBar

2
v Header Detail

“From Date [11/06/2025 “To Date |11/06/2025 [

Sales Person |MISCARO1

Credit Analyst |[MSCAR_CA Collector MISC_AR

System Source

Step 14: The Billing Specialist is linked to the Remit Address on the invoice. Carefully select your
campus/department Billing Specialist.

Note: For the Columbia campus, please use the Look Up option and search by department number to
ensure the correct Billing Specialist is selected.

Favorites ¥ | Main Menu ¥ Billing ¥ Maintain Bills ¥ Express Billng Worklist | & Home | SignOut

Billing ~ | Search > S

Notifications ~ NavBar

v Header Detail

S —— Look Up Billing Specialist X
Help
iErom Date etlD. CAIK
Sales Person | Billing Specialist [ begins with v] [ ] |
Credit Analyst Name 1 | begins witn ~| | ]

“Billing Specialist

System Source

Search Results

View 100 1101 v | bws B =

|

Lines to Add + — B

Bill Lines Billing Specialist | Name 1
@ |AK,B\LL Business Services | ¢ < [aoni~] > 1| viewan
Charge Details Line Information  II>
I I I I

Step 15: In the Bill Lines section, enter the *required fields:
e Description,
e Quantity,
e Unit price.

Favorites™ | MainMenu~ > Biling™ > Maintain Bils ¥ > Express Biling Worklist | i Home | SignOut

Billing ~ | Search Ril Advanced Search AddTo v Q @

Notifications ~ NavBar

Bill Lines
@ 1-10f1 v | View Al

Charge Details Line Information >

Sel Seq Line | *Description “Quantity | “UOM “Unit Price Gross Extended | AR Account | Revenue Account

a 1 | Web shooters ]l “ zs]l B al [ 5025 | 0.00]| 12004 Revenue Account E]
Goto Header Notes Accounting Distributions
Navigation | Biling General v Page Series
| Prev Next
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Step 16: Click the Plus button to add additional lines for billed items.

Favorites ™ | MainMenu~ > Biling¥ > Maintain Bils ¥ > Express Biling

Worklist | i Home | SignoOut

Billing ~ | Search Rl Advanced Search Q (0]
£3 | univirsitv or

== AddTo ¥ -
=% | SOUTH CAROLINA Notifications ~ NavBar
Bill Lines
@ 1202 v | View Al
Charge Details  Line Information  [1>
Sel ‘ Seq Line E:";ﬁﬂe’ LookUp | pescription ‘ *Quantity |*UOM ‘ “Unit Price | AR Account | Revenue Account
0 ‘ 1 ‘ ‘ “Web Shooters | ‘ [ 2 0000]“5\ Q| ‘ [ = 2500]‘ 12004 Revenue Account E]
a 2 1110612025 H Fishing Nets ]l |[ 10]|[EA Q ] |[ 1530” 12004 Revenue Account E
Goto Header Notes Accounting Distributions

Navigation | Billing General v Page Series

Save

Update/Display

Step 17: To add your chartfield information, click the Revenue Account link.

Note: Different chartfields can be added for each line when applicable.

Favorites ™ | MainMenu~ > Biling¥ > Maintain Bils ¥ > Express Biling

Workiist | i Home | SignOut

Advanced Search Qa ®
25 | SOUTH CAROLI

AddTo v =
Notifications ~ NavBar

120f2 v | View Al
Charge Details Line Information I3
Sel ‘ Seq Line '[‘]’:":me' LookUp  |peseription ‘ “Quantity |“UOM ‘ “Unit Price | AR Account | Revenue Account ‘
o ‘ 1 ‘ “Webshooters | ‘ [ 250000 [EA Q| ‘ [ 502500] 12004 Revenue Account ‘g
o 2 1110612025 lFlshing Nets ] [ 10] [EA q] [ 1530] 12004 Revenue Account E
Go to: Header Notes Accounting Distributions

Navigation | Billing General M Page Series

5 -

Update/Display

<

Step 18: Before entering the chartfield information for each billed item, click the View All link so that
you can enter the chartfield information for each one if there are multiple.

Favortes ¥ | MainMenu¥ > Biling¥ > MaintainBils > Express Billng

Workiist | i Home | Signout

PR Advanced Search AddTo + Q ®
ﬂ! WO\ROUNA Notifications NavBar
Related Content v | New Window | Help | Personalize Page

Billing General Accounting Distributions

Unit  SCAIK Bill To  CST0000043 Pretax Amt 1,409.25 USD
Invoice  NEXT Aiken Regional Medical Centers [ [ 2 E

Max Rows
il Line [a] [ vea
Seq 2 Line Net Extended  153.00
Description  Fishing Nets
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Step 19: Enter the Chartfield string for each billed item.

Note: Be sure you are associating the correct chartfield to the correct item if using different accounts.

Favoites ¥ | MainMenu~ > Biling¥ > MaintainBils ¥ > Express Billing Worklist | i Home | SignoOut

Billing | Search 12
s woe Q@

Notifications  NavBar

2% | SOUTH!

Bill Line (o] 12012 v I View1

Seq 1 Line Net Extended  1,256.25

Description  Web Shooters

v Revenue Distribution

Bl Creates GL Acct Entries
Revenue
@ 110f1 v I View Al
Acctg i Reference >
Oper Unit Dept Fund Account Class Eﬁi?““"e“ Project A
E] [AKooo Q] [911154 Q] lEZOSA Q] [40400 Q] [301 Q] |[ Q] [ Ql [
|
< S
Percent 000 Amount 0.00 Gross Extended 125625

Step 20: If applicable, scroll down to add the chartfield information for the second billed item.

Favoites ¥ | MainMenu~ > Biling¥ > Maintain Bils ¥ > Express Biling Worklist | & Home | SignOut
PR Adranced Searh e 2 @
=% | SOUTH CAROLINA Notfications ~ NavBar
Bill Line | View All

Seq 2 Line Net Extended  153.00
Description  Fishing Nets
v Revenue Distribution
Bl Creates GL Acct Entries
Revenue
=y 1101 v I ViewAl
Acctg i Reference >
Oper Unit Dept Fund Account Class Eﬁnsusme“ Project A
E] [AKooo Q] l911164 Q] lEZOSA Q] [40400 Q] [301 Q] [ Q] [ Q] [
. »
Percent 0.00 Amount 0.00 Gross Extended 193.00
Go'to Tax Accounting Di Discount/Surcharge Notes
Navigation | Accounting - Distributions A4 Page Series
Prev Next
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8
Header Notes and Line Notes can be added to an invoice for a variety of reasons. A Header Note should
be added to elaborate on billing details, to note special payment agreements, etc. Line Notes can be
added to indicate something particular about a billed item or service.

Step 21: To add a Header Note, click the Navigation drop-down arrow and select Header — Note from
the list.

Favorites ¥ | MainMenu~ > Biling¥ > MaintainBils ¥ > Express Biling Workiist | i Home | SignoOut

Billing v | Search RY Advanced Search o fa} @
o v =

24 | oxvessirvor
2% | SOUTH CAROLI! Notifications ~ NavBar

Seq 2 Line Net Extended  153.00

Description  Fishing Nets

Vv Revenue Distribution

Revenue

@ 1101 v I ViewAl

Acctg Information  Reference Information 1> Accounting - Distributions
= Billing General
Oper Unit Dept Fund Courtesy Copy Addr lass
Disc/Surch Contract Liability
Bl
Header - Credit Card
Header - Note

[EZOSA Disc/Surcharge o1 Q
D
Percent 100.00 Amount 153.00 153.00

PC Business
Unit

Project ‘Acti

) [

[911164 Q

Distribution
Header AR Distribution
Line - Note

Line - Tax info
Goto Tax Accounting Distributions | | ine - VAT Info Notes

| Navigation || Accounting - Distributions v Page Series

Prev Next

Billing General | Accounting Distributions

Step 22: Enter a Bill Header Note in the Note Text box and click the Save button.

Favoites ¥ | MainMenu~ > Biling¥ > MaintainBils ¥ > Express Billing Worklist | & Home | SignoOut

Billing ~ | Search Kl Advanced Search AddTo v ja) @

2% | SOUTH CAROLI! Noticatons.  Navar
Related Content v | New Window | Help | Personalize Page

24 | usvesirvor

Billing General Header - Notes

Unit  SCAIK Bill To  CST0000043 Pretax Amt 1,409.25 USD

Invoice NEXT Aiken Regional Medical Centers Customer Notes

Bill Header Notes @ I 10f1 v I View All

Standard Note Flag Std Note E]

Internal Only Flag Note Type

Note Text:
If applicable, enter additional information here.

204 characters remaining

Go fo: Header Notes Accounting Distributions

Navigation | Header - Note v Page Series

Prev Next

Billing General | Header - Notes

e —
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Step 23: To add a Bill Line Note, click the Navigation drop-down arrow and select Line-Note from the
list.

Favorites ¥ | MainMenu¥ > Biling¥ > MaintainBills ¥ > Express Billng

Worklist | & Home | SignoOut

PP 2 @
SOUTH CAROLI

o AddTo ¥ <
7 Notifications ~ NavBar

Seq 2 Line Net Extended  153.00

Description  Fishing Nets

v Revenue Distribution

Revenue
Q] 1101 v I ViewAl
Acctg Information Reference Information > Accounting - Distributions
- Billing General
Oper Unit Dept Fund Courtesy Copy Addr lass zﬁif“s'"ess Project Acti
Disc/Surch Contract Liability
E] [AKooo Q] [911164 Q] lEZOSA Disc/Surcharge 301 Q] [ Q] “ Q] ‘E
D Distribution
Header - Credit Card O

Header - Note
Percent 100.00 Amount 153.00 Header AR Distribution 153.00

Line - Tax info
Goto Tax Accounting Distributions ‘ Line - VAT Info ‘ Notes
Navigation " Accounting - Distributions v] Page Series
Prev  Next

Update/Display

Billing General | Accounting Distributions

Step 24: Enter a Bill Line Note in the Note Text box and click the Save button.

Favorites ™ | MainMenu¥ > Biling¥ > Maintain Bills ¥ > Express Biling

Worklist | i Home | SignoOut

v | Search | »
P T Y e 5o wme QD @
> | SOUTH CAROLII

Notifications  NavBar

Seq 2 Line Net Extended 153.00
Description  Fishing Nets

Bill Line Note @ | 10f1 v I View All
Standard Note Flag Standard Note Code E]
Internal Only Flag Note Type

Note Text @

If applicable, enter additional information here.
4
204 characters remaining
Go to: Tax Accounting Distributions Discount/Surcharge Notes
Navigation | Line - Note Page Series
Prev Next

Update/Display

Billing General | Line - Notes
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Sales tax should be added for all taxable goods and services.

10

Step 25: To add sales tax for all taxable goods and services, return to the Billing General page by clicking

the Billing General tab.

Favorites ™ | MainMenu~ > Biling¥ > Maintain Bils ¥ > Express Biling

Billing ~ | Search Rl Advanced Search

28 | unvirsirvor

2% | SOUTH CAROLINA

Billing General Line - Notes

Worklist |

A& Home |

jay

AddTo v =
[

Sign Out

@

NavBar

Related Content v | New Window | Help | Personalize Page =

Unit  SCAIK Bill To  CST0000043 Pretax Amt

Invoice  AK00000980 Aiken Regional Medical Centers & £ Max Rows

Bill Line @ 1 120f2 v I View 1
seq 1 Line Net Extended 1,256 25
Description  Web Shooters
Bill Line Note @ I 10f1 v 1 ViewAll

Standard Note Flag Standard Note Code

[+][=)

Internal Only Flag Note Type |CUSTNOTE

Note Text
If applicable, enter additional information here.

205 characters remaining

Step 26: In the Bill Lines section, click the Arrow symbol next to the Line Information tab to view
additional fields.

Favorites ™ | MainMenu¥ > Biling¥ > Maintain Bils ¥ > Express Biling Workiist | i Home | SignOut
ME: h »
P I ] - wne 08 @
2% | SOUTH CAROLINA Notifications  NavBar
Bill Lines
@ 1-20f2 v | Views
Charge Details  Line Information
Sel ‘ Seq Line | *Description ‘ *Quantity | “UOM ‘ “Unit Price Gross Extended | AR Account ﬁeve"“e ‘ ‘
ccount
0 ‘ 1‘ “Webshooters | ‘ [ 250000]“& sy ‘ [ 502500]‘ [ 1,25625]‘12004 |40400 ‘
o ‘ 2‘ “FlshlngNets ] ‘ [ 100000]“5\ a ‘ [ 153000” [ 15300]‘12004 |404oo ‘
Goto Header Notes Accounting Distributions

Navigation | Biling General v

Page Series

Prev Next

Save

Update/Display

Step 27: Scroll to the Tax Code field.

Favorites ™ | MainMenu~ > Biling™ > Maintain Bils ¥ > Express Biling

Billing ~ | Search fll Advanced Search

Worklist | i Home |

AddTo v s} ®

Sign Out

B | ooy or
= | SOUTH CAROLINA Notifications  NavBar
‘ “Quantity | “UOM ‘ ‘UnitPrice | Gross Extended Ak | REVERUE |\ ing type ‘ Accumulate From Date ‘ Through Date Tax Code ‘ E;’::p(
‘ [ 25.0000] ‘ E) al ‘ [ = 2500]‘ [ 1,256.25) ‘ 12004 ‘ 40400 ‘ “11/06/2025 ] ‘ [10s2025 [ ‘ Q ‘ 0
‘ l 10. OOOOH[EA Ql ‘ [ 153000” l 153. OO” 12004 ‘40400 ‘ “11/06/2025 l “11/06/2025 l “ Q l ‘ a
Her Notes Accounting Distributions
Prev Next
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Step 28: Click the Tax Code Lookup button to select the appropriate county code for your
campus/department. Add the Tax Code to all applicable billing items. Be sure to click the Save button
once the Tax Code field is populated.

Favorites ¥ | Main Menu ¥ Billing ¥ Maintain Bills ¥ Express Billing Worklist Home Sign Out
Look Up Tax Code x | # | se
A AddTo Q ®
SOUTH CAROLINA Help g Notifications ~ NavBar
*SetiD MSCAR -
Tax Code [ begins with v] [ ]
Collector |MISC_AR
Search Results
View 100 1240124 ~
= & Max
Tax Code ‘Description
MS1002 ‘ Misc AR Aiken County
MS1003 | Misc AR Allendale County
MS1007 | Misc AR Beaufort County
. MS1009 | Misc AR Calhoun County on e
“Quantity | "UOM “UnitPrice |  Gross Extended From Date Through Date Tax Code
Account’| | 51010 ‘ Misc AR Charleston County Exempt | Ce
[ 25 0000] [EA q] [ 50 2500] [ 1,256 25] 12004 SR ‘M‘SCAR Georgetown County 11/06/2025 ] [11/06/2025 ] [ Q ] O [
MS1023 | Misc AR Greenvill County
100000] [EA R 153,00 12004 110612025 | |[110612025 |l | = [
l 2 MS1030 | Misc AR Laurens County &
Her Notes: Accounting Distributions MS1032 ‘ Misc AR Lexington County
Navigation | Billing General 2 Page Series |  MS1040 ‘ Misc AR Richland County
Prev Next MS1041 ‘ Misc AR Saluda County
MS1042 | Misc AR Spartaniburg County
MGANAL | Micr AD 1ininn Frunhs v
« »
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12
Before updating the Bill Status, always review the invoice details for accuracy by using the Related
Content which can be found at the top right of the screen.

Step 29: Click the Related Content drop-down arrow.
Step 30: Click the Billing Details option.

Step 31: The Bill Lines query populates at the bottom of the Express Bill page. Be sure to pay attention
to the following:

e Line Amounts

e Total Invoice Amount

e Chartfield Information

e Tax Code and Description

Worklist | 4 Home | SignOut

Favorites ¥ | MainMenu~ > Biling¥ > MaintainBils ¥ > Express Biling

Billing ~ | Search Rl Advanced Search AddTo v [a) ®

CAROLI Notifications NavBar

2| SOUTH!
Related Content v/ New Window | Help | Personalize Page 4|

Billing General
Billing Details (Estimated)

Unit  SCAIK Invoice  AK00000980 Pretax Amt 1,409.25 USD
Bill Status |NEW Q “Invoice Date |11/06/2025
“Bill Type | AIK
CycleID MISC_AR *Frequency = Once v

> Customer Information

> Payment Information

v Header Detail

*Accountina Date |11/06/2025 1 v

v Related Content Billing Details (Estimated) o
[viewAr e
BUSMESS g iwoice Invoice  Due cosomer tne tno  tno U [ g tmetac |unerom e T i |y ouming il o 18 oportng 63 iy Cost Created S0 Empioyeo
oy Status  Number  Date  Date CUSIOMeT!D “name” mumber Description quantity  SC | Amount (ATOUE | AmoUnt - Pretax - Tax | Total Aty Line Distributior) ™ ypj¢ -~ Department Fund Account Class|Business Project ACVIl gpore gyip (DY - “uscip ¢

(Est)
Alken
1 SCAIK NEW AKDO00980 11/062025  CST0000043 Regionsl 1 8e e 250000 502500[1256250 0000 1256250 1409.250 0.000]1409.25011/06/2025 1 1256250(AK000 911164  E2084 40400 301 nTopD Yafore 9154726
Centers
Aiken
2 SCAK NEW AK00000980 110672025  CST0000043 52%‘(“5’;‘ 251‘"9 10.0000 15.3000] 153.000  0.000| 153.000 1409250 0.000[1409.250[11/0672025 ~ 1 153000/AK000 911164  E2084 40400 301 MGTODD 'T";”d“”e Q49154725
Centers

e —
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Step 32: Click the three vertical dots to close the Billing Details query before updating the Bill Status to
RDY.

Favorites ¥ | MainMenu~ > Biling > MaintainBils ¥ > Express Biling

Worklist | & Home | SignoOut

g~ | Search »
& | mrrer oo - s | > PSR wme 2 @
20 | SOUTHCAROLINA| Notfcatins  NavBar
Related Content v | New Window | Help | Personalize Page =
Billing General
Unit  SCAIK Invoice  AK00000980 Pretax Amt 140925 USD
Bill Status “Invoice Date |11/06/2025
“Bill Type |AIK
CycleID MISC_AR “Frequency = Once v
> Customer Information
> Payment Information
 Header Detail
“Accountina Date |11/06/2025 = =
 Related Content Billing Details (Estimated) o El
view Al o
invoice
Line Close
Business. tne LineTax  LineTotal Invoice Total _Invoice Line pc
Bil  Invoice  Invoice Due Customer Line  Line  Line Line Accounting Distrib don OPerating Cost  Created
Row _Unit Customer ID Unit Amount unt Tax  Total Amt Distribution Department Fund Account Class Business Project Activity
(Compus) Status  Number Dats  Date Name " Number escription QUAntiy prc,  AMOUNt (¢Sincice (esumatea) Amt  Amc | (Eso Do Line PRTCI Tunit o share  ByID Lymee .
Est)
Aiken
1 SCAIK NEW AKDOO0980 11062025  CST0000043 Regionsl HeD s 250000502500 1256250 0000 1256250 1409250 0.000 1409250 110612025 1 1256250 AKOOD 911164  E2084 40400 301 nTopp Maiore qg1sa72s
Centers
Aiken
2 SCAK NEW AKD0000980 110672025  CST0000043 ;Z%‘f‘c';f‘ 2,5'::‘5‘"9 10.0000 153000 153000  0.000 153000 1409.250 0.000 1409250 11/06/2025 1 153000 AKOOO 911164  E2084 40400 301 MGTODD 'T"uz”d““ Q49154725
Centers
« »

Step 33: When all billing information has been reviewed and finalized, click the Billing Status Lookup
button to change the status from NEW to RDY. Click the Save button once the status is updated.

Favorites ¥ | Main Menu ¥ Biling ¥ > MaintainBills ¥ > Express Billing

Worklist | i Home | SignOut

Billng | Search B Acvanced search

- 2 ®
JTH CAROLINA Notfications  NavBar
Related Content v | New Window | Help | Personalize Page &
Billing General Look Up Bill Status X

Help
. . Select one of the following values:
Unit  SCAIK Invoice  AK0D000980

CAN ‘Canceled
nsows [iew[a] oo
FNL | Finalized Bill
HLD ‘ Hold Bill
Cycle ID |MISC_AR v, |

> Customer Information NEW‘ New Bill

INV | Invoiced Bill

PND | Pending Approval
> Payment Information

RDY | Ready to Invoice

TMP | Temporary Bill ‘
 Header Detail

TMR ‘ Temporary Ready Bill
“Accounting Date |11/06/2025
*From Date |11/06/2025

Sales Person |MISCARO1

Credit Analyst |[MSCAR_CA Collector |MISC_AR

e —
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Step 34: Notice the Invoice number is populated, and Bill Status is RDY.

Favoites ¥ | MainMenu~ > Biling¥ > MaintainBils¥ > Express Billing Worklist | 4 Home | SignOut

Billing ~ | Search Rl Advanced Search AddTo v Q

25 | universiTy or <
jﬁ! ‘SOUTH CAROLINA Notifications ~ NavBar

Related Content v | New Window | Help | Personalize Page &

Billing General

Unit  SCAIK Invoice  AK00000980 Pretax Amt 1,409.25 USD

*Bill Type |AIK

CycleID |MISC_AR *Frequency

> Customer Information

Step 35: Now that all the invoice details have been finalized and the status updated to RDY, it’s time to
submit the invoice. To do this click the Invoice icon at the top right of the page.

Favortes¥ | MainMenu~ > Biling™ > MaintainBils ¥ > Express Biling Workist | i Home | SignOut

g~ | Search >
DT S .5 .

25 | universiTy or
jﬁ ‘SOUTH CAROLI Notifications ~ NavBar

Related Content v | New Window | Help | Personalize Page &

Billing General

Unit  SCAIK Invoice  AK00000980 Pretax Amt 140025 USD
Bill Status “Invoice Date |11/06/2025 [
*Bill Type |AIK
Cycle ID |MISC_AR “Frequency | Once .

> Customer Information

Step 36: Click the OK button when the Success Message appears.

Favorites ¥ | Main Menu ¥ Billing ¥ Maintain Bills ¥ Express Billing Worklist | i Home | SignOut

Billing ~ | Search »

Advaneed Soarch wme Q@

SOUTH CAROLINA Notifications  NavBar
Related Content~ | New Window | Help &

Billing General

Unit  SCAIK Invoice  AK00000980 Pretax Amt 140925 USD =]

Bill Status |RDY Q *Invoice Date |11/06/2025
Cycle ID [MISC_AR

> Customer Information If you choose "Yes", the system will email this invoice to the customer.

The system will email this invoice to the Customer. Would you like to proceed? (30000,258)

If you choose "No" to email, please review and update the Invoice Media option under the Customer Information Address Section.

> Payment Information _

v Header Detail

“Accounting Date |11/06/2025

*From Date |11/06/2025 *To Date |11/06/2025

Sales Person |MISCARO1

Credit Analyst |[MSCAR_CA Collector |[MISC_AR

“Billing Specialist |AK BILL

! !

Business Services
System Source:

Lines to Add B & Max Rows

e —
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After a few minutes, an invoice can be viewed and saved using the following steps. Use the navigation:
Main Menu > Billing > Locate Bills > Bills Invoiced

Step 37: Click the Unit Lookup button and select the unit for your campus.

Favorites ¥ | Main Menu ¥ Biling ¥ > Locate Bills ¥

6:\ROI,IN\

Bills Invoiced 8]

All ~ | Search B Acvanced Search Last Search Resuts

Look Up Unit

Help
“Unit [SCAIK [a] “Currency Option | Transa| Business Unit [ begins with | [ ]
Search
= ERERE 000/ 0.00
Search Results
Bill Search Results
View 100 1-90f9 v E—
@ of 1 v| | View Al
Business Unit | Description n
Details. References >
SCAIK AIKEN
Select Type Status Source Invoice ;‘:\:’ SCBFT BEAUFORT Created By
sccoL COLUMBIA
0 SCLAN LANCASTER
SCSAL SALKEHATCHIE
Summary Header Info 1 Address
Line Info 1 Tax Accounting SCSMT SUMTER Line Search
SCUNI UNION
UscsP USC Sponsored Programs

Worklist | i Home | SignOut
Q ®
Notifications. NavBar

New Window | Help | Personalize Page

AddTo ¥

Step 38: On the Billed Invoice page, click the *ID Lookup button to select the appropriate customer.

Step 39: Enter the customer ID in the Customer field.

Step 40: Click the Search button.

Step 41.: Click the link for the customer to populate the *ID field on the Bills Invoiced page.

Favorites ¥ | Main Menu ¥ Biling ¥ > Locate Bills ¥

Bills Invoiced 8]

Billing ~ | Search [BY Acvanced Search B Last Search Resuis

“Unit | SCAIK Q *Currency Option l Transaction Currency Vl
] o
&5 ® E B & E
Bill Search Results
[]
Details References >
Select Type Status Source Invoice Template = {1 ojce Date Invg
Invoice Flag Amo|
o
Summary Header Info 1 Address. Copy Address.
Line Info 1 Tax Accounting Discount/Surcharge

Look Up ID

Business Unit SCAIK

| Customer [ begins wih v| [05T0000043

Name 1 [ begins with VI l

Search Results
View 100 1-10f1 v

Customer Name 1

CST0000043 | Aiken Regional Medical Centers

Worklist | 4 Home | SignOut

AddTo ¥ jal @®

Notifications ~ NavBar

New Window | Help | Personalize Page

Misc. AR: Invoicing

October 2025
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Step 42: Click the Search button.

Favortes ¥ | MainMenu~ > Biling¥ > LocateBils ¥ > BilsInvoiced B Workist | & Home | SignoOut

Billing S h »
2% | SOUTH CAROLINA| Notifications ~ NavBar

New Window | Help | Personalize Page

~Unit [ SCAIK Q “Currency Option [TransacnonCurrency v]
*Bill To “ID [CST0000043 Q]

m
]

0.000/ 0.00

Bill Search Results

@ 110f1 v | View Al
Details  References  [I>
Select Type Status Source Invoice Template Invoice Date Invoice | ¢\ roncy Created By
Invoice Flag Amount
Summary Header Info 1 Address Copy Address Header Notes
Line Info 1 Tax Accounting DiscountSurcharge Line Notes Line Search

Step 43: In the Bill Search Results section, click the Invoice link.

Favotes ¥ | MainMenuY > Biling¥ > LocateBils ¥ > Bills Invoiced B Workiist | #& Home | SignOut

28 | unvirsiTy or
=¥ | SOUTH!

e NA Notifications ~ NavBar

g~ | Search » Last Se h Results.
Y v B s w2 @

New Window | Help | Personalize Page
*Unit [ SCAK Q “Currency Option [TransacnonCunency v]
“Bill To D [CST0000043 Q|
S EEEE 1 To 28 of 28 344,839.95/ 344,839.95
Bill Search Results
@ > 1| ViewAl
Details References >
Select Type Status Source Invoice ITemP‘a'e Invoice Date Invoice Currency Created By
nvoice Flag Amount
o ‘AIK ‘ INV ‘ AKO0000980 N ‘ 11/06/2025 ‘ 1,521.99 ‘ usD ‘ MGTODD
o ‘AIK ‘wv ‘ ‘AKOOOOOQGO N ‘07/23/2025 ‘ 91620 ‘ usD ‘RPOLAND

Step 44: Click the View Invoice Image link to view/save the invoice.

Favoites ¥ | MainMenu™ > Biling™ > LocateBils¥ > Bilsinvoiced > Details Workiist | # Home | SignOut

Billing ~ | Search Rl Advanced Search Last Search Results
. B > 2 ®

UNIVERSITY OF
@Ez SOUTH CAROLINA Nofificaions ~ NavBar
Related Content v | New Window | Help | Personalize Page *
Header - Info 1 Line - Info 1
Unit  SCAIK Invoice  AK00000980 Invoice Amt 1,521.99 USD B
Status  INV Invoice Date  11/06/2025 CycleID MISC_AR
Type AK Source Frequency Once
Customer CST0000043 SubCust1 SubCust2
Aiken Regional Medical Centers
Invoice Form  XMLPUB From Date  11/06/2025 To Date  11/06/2025
Accounting Date  11/06/2025 Pay Terms NET30 Pay Method _Check
Remit To  SCDEP Bank Account  AIK View Invoice Image
Sales MISCARO01 Bill Inquiry Phone
Credit MSCAR_CA Collect MISC_AR
Billing Specialist AK_BILL Billing Authority
Business Services
Go to: Header Info 2 Address Copy Address Notes
Summary Commit Cntrl
Page Series
Header - Info 1 V] Prev Next
Bill Search Line Search
Return to Search ] [ Notify ] [ Refresh ]

Header -Info 1 | Line - Info 1 M
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