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1. One you have completed the FHWA Interface process and submitted to FHWA.  The file can be rejected due to incorrect source type. Take note of the contract number(s) and source type(s).
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Figure 1- Rejected contract w/ processed amount exceed limit amount
2. Navigate to Reporting tools> Query> Query Manager. 

3. Search Query 1 “CT_CA_DOT_BILL_LINE_ERROR_SUMM”
4. Click “Excel”

5. Fill in ALL requested fields 
6. Click “View Results”
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Figure 2- Search Results from query name “CT_CA_DOT_BILL_LINE_ERROR_SUMM”
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Figure 3 – Requested fields to generate “DOT Bill Line Error Summ Report”
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Figure 4 – Example of result for DOT Bill Line Error Summ report
8. Make note of one of the Project/activity and Sum Net amount, then close link
9. Repeat Step 2-8 for all contract/source type combination errors

10. Navigate to Reporting tools> Query> Query Manager. 

11. Search Query 2 “CT_CA_DOT_BILL_LINE_ADJ_SEARCH”
12. Click “Excel”

13. Fill in ALL requested fields 

14. Click “View Results”
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Figure 5- Search Results from query name “CT_CA_DOT_BILL_LINE_ADJ_SEARCH”
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Figure 6 – Requested fields to generate “DOT Bill Line Adjustment”
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Figure 7 – Example of report result for DOT Bill Line Adj
15. Copy/Save this worksheet into excel file.  Sum the net amount and validate this is equal to query 1 result.

16. Repeat Step 10-15 for each of the combinations that were noted for project/activity errors

17. Navigate to Billing> Maintain Bills>Adjust Selected Bill Lines.  
a. Type your Business Unit (if it does not default)
b. Type your Invoice number
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Figure 8- The Adjust Selected Bill Lines search page.

18. [image: image30.png]CoreR



Click Search. The Adjust Selected Bill Lines page displays. The default action is No Bill Action. In order to adjust a bill line, you must select the Adjust Selected Lines radio button. The [image: image9.png]Addto Existing Bill []

oK cancel




 page displays. 

19. Click [image: image10.png]


 without checking the Add to Existing Bill checkbox. By not selecting the box, the next invoice number will be assigned to the new bill upon saving. The Adjust Selected Bill Lines page displays.

*** Note: the credit and rebill lines created from the first line that will be adjusted, will NOT be added to an existing bill.
20. Select the Line Opt from the drop down menu. Select “Create Reversal and Rebill”
21. Search for the 1st  Bill Line that was noted when running Query 2. 
a. Look up the “Operand” for value 
b. Input 1st Bill Line number

c. Click Search
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Figure 9 - The Adjust Selected Bill Lines page.
22. Select the checkbox next to the invoice line.  

23. Click [image: image12.png]


. - This creates a new invoice with two (2) lines that offset each other. Note the new invoice number.

24. The page redisplays with two new links.
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Figure 10 - The Adjust Selected Bill Lines page with the two new links.
25. Click on the link to Bill Line Info 1
26. Click “View All” bill lines- you should check to ensure that you have two lines (one credit and one rebill)
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Figure 11 - The Line - Info 1 page.

27. Seq 1: Change the “Gross Extended” amount to the Total Sum in Query 1. Ensure this line amount is a credit line (negative amount)
28. Seq 2: Change the “Gross Extended” amount to the Total Sum in Query 1. Ensure this line amount is a rebill line (positive amount)
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Figure 12 - The Line – Proj Info page BEFORE changing the source type
30. Change the Source Type value on the rebill line (Seq 2) to the correct source type that should have been originally billed. 
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Figure 13 - The Line –Proj Info page AFTER changing the source type
31. Repeat Step 17-30 for each combination returned in Query 2. 
**** NOTE – Repeat all steps above EXCEPT Step #19. 
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 AFTER CHECKING the Add to Existing Bill checkbox. [image: image19.png]Add to Existing Bill '
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.

a. By selecting the box, the Add to Bill box will open for input.

b.  Input the new ReBill invoice number.
c. Then Save.
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Figure 14 - The Adjust Selected Bill Lines page with Add to Bill box open for input
32. Click the Header – Info 1 tab. The Header – Info 1 page displays.
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Figure 15 - The Header - Info 1 page before the Status is changed to RDY.
33. Type or select RDY (Ready) in the Status field.
34. Click [image: image22.png]


. The bill is ready for Finalize and Print. Once the bill is in RDY status, you can review the adjustment history for the bill.

35. Navigate to: Billing > Review Billing Information > Adjustment History.
36. Type your Business Unit if it does not default.
37. Type your Invoice number.
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Figure 16 – Adjustment History search page
38. Click [image: image24.png]Search



. The Adjustment History page displays. The Adjustment History page will show you all of the invoices related to an original invoice. To see only those bills that have been invoiced (Status: INV), select the Invoiced Bills Only radio button, and click [image: image25.png]Get Adjustment History |



. 
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Figure 17 – Adjustment History page.
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