SUNY ®F)

Create an Advance Invoice

Use these instructions to create an invoice for advance payment from a sponsor.

Prerequisites

e You must have the following responsibility to create an advance invoice:

0 ORG AR Billing Specialist
e The award must exist in the business application.
e The award number must be known.

To create an advance invoice:

E - 0O x
Transaction Balance Due
H i H Source Date 15-APR-2019 Line
1. Navigate to Transactions > Transactions to
Murrber GL Date Tax
i - Freight
open the Transactions form. Class Cunency  USD rog
Type Document Mum Charges
Reference Transaction Tatal
Legal Entity ClComplete D Re
Main More MNotes Reference
Ship To Bill To Sold To
Mame Marne
MNumber MNumber
Location
Address Paying Customer
Mame
Nurnber
Contact Lacation
Commitment Payment Details
Payment Term Receipt Method
q Payrment Method
Invoicing Rule <
Due Date Instrument Number
ne lte I Freight Distributions Sales Credits ncomplaete
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2. Click in the Transaction field to display the [t o

Source Oste 15-APR-2015 Lew
Invoice Transaction Flexfield. - o sk
. Type Jecumant Num Charges
3. Inthe Source field, select Advances. DR gt
Legal Entity Comglate
4. Enter the Award Number. o IR
Ship Ter i To Sold Te
Name Name
Numbet Numbser
e Py Fitoa
i

Contaci
3 Iirviece Transachon Fladeld %]
Comenitmant
Contaxt Vaius [Advances G ——

Paymunt Teren ewewd. Marmber 638 )

Imicingg Rulu

Due Date
(Cox ] [gancer) (ciom Holp
[igtnstisng = “Ggan Credits
5. Click OK to go back to the Transactions form. T e s e Ot 66201 e
Numbibr GL Date | 15-AFR-2019 ax
6. In the Source field, Select Advances. e S
7. Press Tab. The Class, Type, and GL Date fields will L e e
automatically populate. e

8. Click in the Ship To Name field and select the sponsor name
from the list of values.

9. Press the Enter key to automatically fill in the address and — YT
other fields in both the Ship To and Bill To regions of the Bt pril

Payment Term IMMEDIATE Receipt Methed
Payraent Method

WindOW. IMEI:::: 15-APR.2015 . Instrument Nurnbar
10. Click File > Save to save your changes.
11. Click Line Items to open the Lines form.

[ Lige lrurms Chgtrbutions Sibes Credis
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12. In the Description field, select Advance Memo Line from
the list of values.

13. Enter the unit of measure of the invoiced amount. For
example, Dollar, in the UOM field.

14. Always enter 1 in the Quantity field.

15. In the Unit Price field, enter the amount of the advance
invoice.

16. Press the Tab key to automatically fill in the total
Amount.

17. Select File > Save to save your changes.

O Lines (Tha Redearth Faundalion for SUNY) - Linkedsity of Exshed, 55668 - DRG AR-EMling Specialist § TRANX - 15-APR-2019

Trantaction Linag
Tenal 0.00 0.00
=]
| Main | Sales Ovder  Tax Exemgtion Ship To Information
Hum | [Bem Dascription uom Cuantity

O Lines (The Research Foundation for SUNY) - University of Exeter, 55666 - ORG AR-Billing Specialist @ TRAINX - 15-APR-2019

Tax Frasght
0.0 .00 o
Wore
Uit Price

Amgunt Tax Classifica Trans

Distributions Sales Crodits

18. Select File > Close to go back to the Transactions form.
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Transaction Lines Tax Fraight
Total 15.00 15.00 0.00 0.00 v
=
Main Sales Order  Tax Exemption Rules Ship To Information Mare
Mum | |ltem Description Uom Quantity Unit Price Amount| | Tax Classifica | Trans
[ |§ Advance Memo Line Dollar 1 15 15.00 o
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Note: The Number field is a system-
generated advance invoice number.
You may want to write it down for

future reference.

19. Click Complete.

‘© Transactions (The Research Foundation for SUNY - USD)

Transaction

15-APR-2019

Source S Date
Numher 55665 <Q— GLDate [15APR2019
Class ‘Invoice v| Currency ,H
Type ‘Advance Payments Document Mum ’7
Reference ‘82538 Trangaction m
Legal Entity ‘The Research Foundation for SUNY [ Complete
m\ More Notes Commitment | Reference Information
Ship To Bill To
Marne |Umver5\ty of Exeter |Un|vers|ty of Exeter
Number 13853 [18853
Location | 78655 78653
Address |Am0ry Building |Amory Building

|, , Exeter, Devon EX4 4RJ United Kingdo | . Exeter, Devon EX4 4RJ United Kingdo

Contact |Defautt, Bill To

[Defaut, Bill To

Balance Due

Line ’—
Tax
Freight

Charges ,—
Total

( Details ( Refresh

Sold To
Marne ‘Umversny of Exeter
Number 13853

Paying Customer

Mame ‘University of Exeter
Nurnber ‘18853
Location ‘78553

Payment Details

Cammitrent |
[IMMEDIATE Receipt Method

Payment Term
Payrnent Method

Instrument Murnber

[l

Irwoicing Rule
Due Date |15-APR-2019

Complete

( Line ltems | I Tax ‘ I Freight Distributions ‘ { Sales Credits )
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