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        Billing Summary Pro-Forma
        CTB15005
Section 1.
Introduction
Purpose of the Report

The report lists bills in NEW or RDY status based on customer parameters selected. Report results include the Customer ID, Customer Name, Invoice, Bill Status, Template Invoice, and Invoice Amount.

This report is useful for retrieving a consolidated listing of bills that are ready for invoicing or verifying outstanding bills.
( User must specify business unit and bill type selection
Type of Report
Crystal; Format - Portable Document Format (PDF) or XLS (MS Excel)
Legacy SAAAS/CAS Reports
N/A
Role(s) Needed to Access the Report
Billing Processor, Billing Processor-DOC, and Billing Viewer (Billing Viewer / Report Maker)
Navigation Path to the Report
Main Menu > Core-CT Financials > Billing > Generate Invoices > Reports > Summary Pro-Forma 
Suggested Run Times  
Ad hoc

Section 2.
Report Request Parameters
General Notes:
· Select an existing Run Control ID or enter a new one

· For reports that are run on a regular basis, user should select a Run Control ID naming convention that can be easily identified (e.g., BI_Summay_Pro_Forma)
· An asterisk * preceding the field name indicates input is required
· Go to tips and tricks for additional help in entering Run Control IDs and report parameters
	Parameters                                                                                       see screenshots below

	In This Field
	Enter
	Notes

	* Business Unit:
	type business unit or use the lookup to select
	user must specify agency Billing business unit

	Customer ID Begins with:
	type a customer ID or use the lookup to select  
	leave blank to display data for all customers
Note: billing customer is unique to the billing business unit. A user can also enter just the first part of a Customer ID (versus the whole ID - no wildcard required).  

	* Bill Type Selection:
	click radio button
	user can select Ready, New or Both
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	push the save button to save report parameters
	save reports that you want to run on a regular basis

	
	push the run control button
	· click on the select box for report 

· leave the server name blank

· select format – PDF or XLS (MS Excel) 

· push the OK button



Report Request Parameters 
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Process Monitor
	Process Monitor                                                  

	In This Field
	Enter
	Notes

	  Process Monitor
	click the Process Monitor link 


	· to view the processing status of the report

· push the refresh button until the Run Status is “Success” and the Distribution Status is “Posted” 

· click  the Details link

· click the View Log/Trace link

· click the report name link to display results


Section 3.
Example(s) of Report Output
Examples of rows generated for a Billing Summary Pro-Forma report with the suggested parameters.
[image: image3.png]State of Connecticut
‘Summary Pro-Forma Report

ReportName: craiss Pagetort
Busness Un. oo RunDse: 2252014
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Customer D Customer Name Invoice Status_Invoice Amount
AD31862012 MACHIOTE, SHEVELL AD207044. ROY 139778
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Grand number of Invoices: 2
Grand Totalof Invoices: 2694396





Figure 1 – ctb15005 in PDF format
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Figure 2 – ctb15005 in XLS (MS Excel) format
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