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CHANGE STATUS OF BILL & FINALIZE & PRINT BILL
CHANGE STATUS OF BILL 

[image: image35.wmf]* Note: Bill must be in Ready (RDY) status prior to running the finalize and print process

1. Navigate to Billing > Locate Bills > Bills Not Invoiced – to find the bill number

2. Enter customer “FED015” and click [image: image38.wmf]
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Figure 1 – This is a sample of the Bill with the “NEW’ Status
3. Look for Bill with “New” status and source of “Projects”

4. Note the Invoice number of the bill you need to change the status of.
5. Navigate to Billing  > Maintain Bills>Change Status of Bills
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Figure 2 – This is the Bill Status Change run control page

6. Click [image: image4.png]Search



 for an existing run control or create a new run control
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Figure 3 – Status Change options page

7. Change the From Status option to “New”. 
8. Change the To Status option to “Ready Bill” (select from drop down)

9. Change Range Selection option to “Invoice ID” 

10. Enter Business Unit “DOTM1”. And enter the invoice number of the bill you wish to change the status from “New” to “RDY”. 
11. Click [image: image6.png]Run



 to process the run control to change the status from New Bill to Ready Bill
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Figure 4 – Process Scheduler Request page

12. Click [image: image8.png]oK



 to process
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Figure 5 – Note process instance number

13. The Status Change page displays with a Process Instance number

14. Click on Process Monitor link. The Process List page displays. 
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Figure 6 – Process List page

15. Click on Details link to view message log
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Figure 7– Process Detail page

16. Click on Message Log link to view message log
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Figure 8 – Message Log page

* NOTE: You can also go to viewlog/trace and open .PDF file
FINALIZE & PRINT BILL
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       Figure 9 – This is the sample of the Bill set to “RDY’ status
17. Navigate to: Billing > Generate Invoices > Non-Consolidated > Finalize and Print Invoices
18. Click [image: image14.png]Search



 for an existing run control or create a new run control
19. Change Range Select to “Invoice ID”.  Input Business Unit and invoice number
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Figure 10 – This is the detail run control page

20. Click on [image: image16.bmp]icon to view bills to be processed
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Figure 11 – Bills to be processed page
21. Click [image: image18.png]


  to go back to finalize and print page
22. Click [image: image19.png]Run



, select “Finalize and Print” and click OK
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Figure 12 – Process Scheduler Request page

23. The Finalize and Print page displays with a Process Instance number
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Figure 13 – Note the Process Instance numbers
24. Click on Process Monitor link. The Process List page displays
25. Click [image: image22.png]Refresh



until the Run Status is Success and the Distribution Status is Posted for your process instance number. 
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Figure 14 – Process Scheduler Request page
26.  Click [image: image24.png]BLJOBO1



 process name link to view process detail page
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Figure 15 – Process Detail page
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 link
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Figure 16 – Process Detail page
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link
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Figure 17 – This is the view log/trace page
29. Click on [image: image30.png]
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Figure 18 – This is the Invoice Sample.
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