?,_ACARDINAN Project Accounting Job Aid

Manually Processing a Federal Bill File

About Manually Processing a Federal Bill File

There may be a need to manually process a federal bill to FHWA or determine if a bill contains errors
prior to submitting a final bill to FHWA.

This job aid contains the steps needed to manually process the file for:

e Submitting a bill to FHWA after billing worksheet has been marked as Approve Later
e  Submitting a test run of Temporary bill
e  Submitting a test run of billing adjustment

Billing worksheet — To create the FHWA Extract file for submission to FHWA after the billing worksheet
has been marked as Approve Later, the following jobs must be run in Cardinal: Process Worksheet
Approval, Finalize and Print Invoice, Create Federal Highway File

Temporary Bill (Test Run) — To create the FHWA Extract file for submission to FHWA to determine if
errors exist in the file that should be corrected prior to final submission, the following job should be run in
Cardinal: Create Federal Highway File

Billing Adjustment (Test Run) — To create the FHWA Extract file for submission to FHWA to determine
if errors exist on a billing adjustment prior to finalizing the invoice, the following job should be run in
Cardinal: Create Federal Highway File

Page 1 of 24 Rev 11/6/2014




| cARDINAL Project Accounting Job Aid

Manually Processing a Federal Bill File

Process Worksheet Approval:

1 Begin by navigating to the Process Worksheet Approval page using the following path:

Main Menu > Billing > Manage Billing Worksheet > Process Worksheet Approval

Favorites Main Menu > Bilﬂrng > Manage BiIIinE Worksheet » Process Worksheet Approval

Process Worksheet Approval

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

Find an Existing Value : Add a Mew Value

Maximum number of rows to return (up to 300); [300
Search by: Run Control ID begins witn|

I" Case Sensitive

Search

WPdvanced Search

Find an Existing Value | Add a New Value

2 Click the Search button to display your existing run control. If you do not have a run control, click the
Add a New Value tab to create one.
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Manually Processing a Federal Bill File

Favc;r'rtes Main_ﬂ-‘lenu > Biling > Manage Biling Worksheet > Process Worksheet Approval

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

Find an Existing Value Add a Mew Value

Maximum number of rows to return (up to 300): |3EIEI
Search by: Run Control ID begins with |

" case Sensitive

Search :Ad'-xanced Search

Search Results
Wiew All  First E 1-10 of 10 E| Last

Run Control ID Language Code
CREATE English
DCOLESMEW English

DCOLESRECREATE|English
DCOLES CREATE |English
DColes English
FinalFun English
FSBIFEDOO0404  |English
@ English

ColEs English

drcolesMEWVY English

Find an Existing Value | Add a New Value

3 In this example, an existing run control is used. Click the appropriate run control.
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Run Control D billings

Approval Option
¥ Group Billing Worksheets

Report Manager

Process Monitar

Fa\rovr'rtes Maing‘lenu > Biing > Manage Biling Worksheet > Process Worksheet Approval

Process Worksheet Approval

Selectto group billing worksheets to append to existing bills that match bill-by criteria, or to create a new bill i
a matching bill does not exist. If an existing bill was specified in the online update, that bill will be used

regardless of your selection here.

Worksheet Selection Criteria
*Business Unit: [s0100 |@,
Bill To Customer: From: I—% Through: I—Q
Billing Type: From: I—OQ Through: I—Q
Bill Source: From: ’7% Through: ’7(7%
Contract Type: From: I—Q Through: I—Q
Contract: From: | Through: | @
Project: From: I—Q Through: I—OQ
Billing Specialist: From: ’7()@ Through: '7(%
Billing Worksheet: from: [TMPODTOZ @ Through: [wPooros @ I
Letter of Credit: From: | =N ﬁlrough: | =N
LOC Doc ID: From: I—Q Through: I—Q
Pretax Invoice Amt: From: | Through: |
Added Within Days: [ ]
Date Added: From: ’7@ Through: ’7@

4 The Process Worksheet Approval run control page displays. Enter the temporary bill number that
you want to process in the Billing Worksheet From and Through fields.

5 Click the Run button.
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Manually Processing a Federal Bill File

Favarites Main Menu > Biling > Manage Biling Worksheet » Process Worksheet Approval

Process Scheduler Request

User ID: DEMETTA.COLES Run Control ID: billings

Server Hame: I "I Run Date: l1r0412014 El
Recurrence: I "I Run Time: 11:32:07AM  Resetto Current Date/Time

Time Zone: @,

Select Description Process Name Process Type Type *Format Distribution
= Billing Worksheet Batch Update B_WRKSHTUPD  Application Engine  [wep & [TxT =] Distribution
ok | cancel

6 Click the OK button.

Favg‘rtes Mainvl\-'lenu > Biing > Manage Biling Worksheet : Process Waorksheet Approval

Process Worksheet Approval

Run Control ID:  billings Report Manager JProcess Monitor Run |
Process Instance:2197778
Approval Option
¥ Group Billing Worksheets Selectto group billing worksheets to append to existing bills that match bill-by criteria, orto create a new bill if

a matching bill does not exist. If an existing bill was specified in the online update, that bill will be used
regardless of your selection here.

Worksheet Selection Criteria

*Business Unit: 50100 (@,
Bill To Customer: From: @, Through: @,
Billing Type: From: @, Through: @,

Bill Source: From: ey Through: @,
Contract Type: From: @, Through: @,

Contract: From: | @, Through: | @,
Project: From: liQ@ Through: ’7(&

Billing Specialist: From: ’70‘ Through: ’7(3@

Billing Worksheet: From: |[TMPOOT09 @, Through: [TmMPOO709 @,

Letter of Credit: From: @, Through: @,
LOC Doc ID: From: @, Through: @,

Pretax Invoice Amt: From: | Through: |
Added Within Days:
Date Added: From: El Through: 5]

7 The Process Worksheet Approval run control page returns. A Process Instance number displays.

8 Click the Process Monitor link.
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Manually Processing a Federal Bill File

Favorites Main Menu > Biling > Manage Biling Worksheet > Process Worksheet Approval

View Process Request For

User ID: [DENETTA.COL@, | Type: [ =l Last = 1 Years =]
Server: j Name: 2, Instance: | to |
Run lﬁ Distribution lﬁ [+ save On Refresh
Status: Status:
Customize | Find | View 41 B | 28 First 0 4074 I Last
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status W Details
| 2197778 Application Engine BI_WRKSHTUPD DENETTA.COLES 11/04/2014 11:32:07AM EST Success Posted Details

Go back to Process Worksheet Approval

(&) save | =] oty

9 Verify your name displays in the User ID field. If not, enter your User ID.
10 Click the Refresh button until the Run Status is Success and the Distribution Status is Posted.
11 Navigate to the Bill Entry page using the following path:

Main Menu > Billing > Maintain Bills > Standard Billing
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Favorites : Main Menu : Biling > Maintain Bils > Standard Biling
- B - - -
Bill Entry
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Walue

Maximum number of rows to return (up to 300); (300

Business Unit: = = 50100 =X
| invoice: begins with =] |FED [ 18

Bill Status: = =] =]

Customer: |begins with 7] | @,

Contract: | begins with =] |

Bills in Business Unit: I: 'I | @,

Template Invoice Flag:|= j | j

™ Case Sensitive
_ Clear |Basic Search |§ Sawve Search Criteria

Search Results

Wiew All First Ii—l 1-8 of 8 |£| Last
Business Unit Invoice Invoice Type Bill Type Identifier Bill Status Bill Source Customer |Contract Bills in Business Unit Template Invoice Flag
|£D1DEE FEDO00907 Regular FED Ready |FED 0000055002 |(blank) 50100 Mo
50100 FELUUOY0E Eegular FED Mew Bill  |FED 0000135946((blank) (50100 Mo
50100 FED000901 Regular FED New Bill FED 0000055002/ (blank) 50100 Mo
50100 EED000G48 Regular FED Canceled FED 0000055002 |(blank) (50100 Mo
50100 FEDOO0G638 Regular FED Canceled FED 0000055002 (blank) 50100 Mo

12 In the Invoice field, enter FED.
13 Click the Search button.

14 Search Results display. Click the bill you need to process. Typically it is the first one on the list with
a Bill Status of Ready.
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. Save @‘ Return to Search | Previous;in List

Header - Info 1| Line - Info 1

| 4E] Metinlist| =] Notify | | Refresh |

Fa\rgr'rtes Main_Menu > Biing > Maintzin Bils > Standard Biling
) ) &
Line - Info 1
Unit: 50100 Invoice: FEDO00090T I Pretax Amt: 1,066,629.07 USDY -
Status: RDY @, Invoice Date: B cycleln: FEDERAL @,
“Type: FED @, source: FED @, *Frequency: Once :[' (=]
*Customer: 0000055002 @, SubCustt: I SubCust2:
FEDERAL HIGHWAY ADMINISTRATION
*Invoice Form: LANDSCAPE 2 From Date: Bl ToDate: 5
Accounting Date: [E Pay Terms: NET30 @, Pay Method: IChECk =l
Remit To: REMIT 2. Bank Account: VDOoT @,
Sales: GOvVT O: Bill Inquiry Phone: o:
Credit: CREDIT 2 Collector: COL3 @,
Biller: @, Billing Authority: @,
Goto Header Info 2 Address Copy Address
Notes Express Entry [ Page Series |
Summary Bill Search Line Search Navigation: [Header - nfo 1 = Prev Mext

B Add| [ UpdateDisplay |

15 Verify bill amount to ensure the invoice selected is the one created from the processing of the Billing

Worksheet.
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Finalize and Print the Bill:
1 Navigate to the Finalize And Print page using the following path:

Main Menu > Billing > Generate Invoices > Non-Consolidated > Finalize and Print Invoice

Favorites Main Menu > Biling : Generate Invoices > Mon-Consolidated > Finalize and Print Invoices

Finalize And Print

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

Find an Existing Value Add a Mew Value

Maximum number of rows to return (up to 300); |3EIEI
Run Control ID:|begins with j |

I Casze Sensitive

Search || Clear Basic Search [gf Save Search Criteria

Search Results
Wiew Al First d 1-10 of 10 |ﬂ Last

Run Control ID Language Code
CREATE English
DCOLESMNEW Enaglish

DCOLESEECREATE |English
DCOLES CEEATE |English

DColes English
FinalFun Enaglish
PSBUFELOOOAD English
pillings Enaglish
oo Enaglish
drecolesMNEW Enaglish

2 Click the Search button to display your existing run control. If you do not have a run control, click the
Add a New Value tab to create one.
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Fa\rovr'rtes MainvMenu b BiIIi_ng > Generatevlnvoices b Non—Congolidated > Finalize and Print Invoices

Finalize and Print Print Options

Run Control 1D pillings Report Manager Process Monitor | Run |

Language: IEninsh vI & Specified " Recipient's
Selection Parameters

Seq Nbr: 1 ==
Invoice Date Option

® Processing Date

 User Defined

Range Selection
- From Business Unit: [s0100 @,
All * Invoice 1D

To Business Unit: 501000 @,
© Bill Cycle CustiD
" Date Bill Added  Bill Type From Invoice: [FEDDODgO7
" Range D  Bill Source To Invoice: |FED0O0Z07
' Public Voucher Number

[5] save | [t ReturntoSearch | |f] PreviousinList| 4| NextinList | |[Z] otify Bk add| [ vpdstemispiay)

Finalize and Print | Print Options

3 The run control page displays. In the Invoice Date Option section, verify the Processing Date
indicator is checked. If not, click it.

In the Range Selection section, the Invoice ID option should be selected. If not, select it.
Enter or select 50100 in the From Business Unit and To Business Unit fields.

Enter the invoice number in the From Invoice and To Invoice fields.

N o a b

Click the Print Options tab.
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Favorites Main Menu > Biing » Generate Invoices > MNon-Consolidated » Finalize and Print Invoices

Finalize and Prin

Print Options

Selection Parameters

Print Invoice Sort By
& Country, Postal
 Customer, Invoice
" Bus Unit, Invoice

Summarization Options

" Print Detail
__C print Summarized
@ Print Both Summarized & Detail |

For Invoices associated with Summarization Template:

Al First K qor1 O Last

| EDI Only -[ [+ Print Only Unprinted Invoices

[+ Print Listing

IEmaiI Only vl
IFiIe Only vl

*EDI Invoice Options:

*Email Invoice Options:

*Federal Highway File Options:

[5) save | 5" ReturntoSearch | 5] PreviousinList | || NextinList | [ Notify |

Finalize and Print | Print Options

[Ec-add| [E updatemispiay]

8 In the Summarization Options section, click the Print Both Summarized & Detail option.

9 Click the Finalize and Print tab.

Fa\rovr'rtes Mainvl'v'lenu s Biling » Generate Invoices » Mon-Consolidated » Finalze and Print Invoices

SNErCEU k=8l [ Print Options |

Report Manager Process Monitor |

Run Control ID: billings

IEninsh vI & Specified " Recipient's

Language:
Selection Parameters

Seq Nbr: 1
Invoice Date Option

& Processing Date

" User Defined
Range Selection

From Business Unit:

50100 @,

Find | View Al First EI 4 of 1 DI Last

*H[=]

 Public Voucher Number

C oAl @ Invoice ID

To Business Unit: s0100] @,
o [ custio — [FED0OO207
© Date Bill Added  Bill Type From Invoice:
 Range ID € Bill Source To Invoice: [FEDOOD9O7

[5) save | [Gh ReturntoSearch | [f5] Previousinlist | /o] Nextinlist| =] Hotify |

Finalize and Print | Print Options

[Ev-Add| [Z upsatemispiay]

10 Click the Run button.
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Favorites Main Menu > Billigg b Generatevlnvoices b Nun—ConguIidated > Finalize and Print Invoices

Process Scheduler Request
UserID: DEMNETTA.COLES Run Control ID: billings
Server Name: I :" Run Date: 11/04/2014 &) . .
Recurrence: I 'I Run Time: 11:58:01AM Resetto Current Date/Time
Time Zone: @,
Process List
Select Description Process Name Process Type Type *Format Distribution
W  Pre-process & Finalization BIVCO00 Application Engine  [web  »| |TxT  »| Distribution
™ Finalize and Print BIJOBO1 PSJob [(None) =] |(None) =] Distribution
™ Einalize and Print wiCrystal BIIOB51 PSJob [(none) =] |(None) ¥ Distribution
™ Printinvoice wiSQR BIPJ10 PSJob |(None) =] |(None) =] Distribution
[ Print XMLP PSA03 Invoice BIPJ100 PSJob |(None) =] |(None) =] Distribution
[~ PrintPortrait Invoice w/SQR BIPJ11 PSJob [(None) =] |(None) =] Distribution
™ Print Grants Invoice wiSQR BIPJ20 PSJob [(none) =] |(None) ¥ Distribution
[T Print SF1080/21 Invoice WSOR BIPJ20 PSJob |(None) =] |(None) =] Distribution
[~ Printinvoice wiCrystal BIPJ40 PSJob |(None) =] |(None) =] Distribution
[~ Printinvoice wiXML Publisher BIPJS0 PSJob [Mone) =] [None) =] Distribution
™ Print XMLP PSICA Invaice BIPJ5S PSJob [(none) =] |(None) ¥ Distribution
[T Print XMLP 1034/35 Invoice BIPJGO PSJob |(None) =] |(None) =] Distribution
™ PrintXMLP Summ. Invoice BIPJB5 PSJob |(None) =] |(None) =] Distribution
™ Print XMLP Invoice BIPJ75 PSJob [Mone) =] [None) =] Distribution
™ PrintXMLP PSIPC Invoice BIPJ20 PSJob [(None) =] |(None) ¥ Distribution
[T Print XMLP PS/OM Invoice BIPJaS PSJob |(None) =] |(None) =] Distribution
[T Print XMLP PSA01 Invoice BIPJ90 PSJab |(None) =] |(None) =] Distribution
I Print XMLP PSAOZ Invoice BIPJ95 PSJob |(None) =] |(None) =] Distribution

0K Cancel

11 Click the check box for the Pre-process & Finalization option.

12 Click the OK button.
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Manually Processing a Federal Bill File

Faw:»vrites Mainvl\-'lenu » Biling > Generate Invoices > MNon-Consolidated » Finalize and Print Invoices

NE Ul =48 Print Options |

Run Control ID: hillings Report Manager |Process Monitor i Run |
Language: IEninsh :I' @ specified Process Instance:2197789
Selection Parameters Find | View All First Kl 10f1 I Last

Seq Nbr: 1 =
Invoice Date Option

® Processing Date

™ Recipient's

© User Defined
Range Selection
c & From Business Unit: 50100 (@,
Al = Invoice ID

i it: 50100 (@,
 Bill Cycle  custiD To Business Unit: |FED000907
© Date Bill Added € Bill Type From Invoice:
 Range ID  Bill Source To Invoice: [FEDO00907

 Public Voucher Number

[5) save | [G* ReturntoSearch | ] PreviousinList | 4] Nextinlist | [ Hotify | [Beada| [ 2 updatemispiay]

Finalize and Print | Print Options

13 The run control page returns. The Process Instance number displays.

14 Click the Process Monitor link.
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Favorites Main Menu > erardinavlFinanciab b FinanciabRevport Retrieval > FIN Process Monitor

View Process Request For

User ID: DENETTACOL@, Type: [ =] [Last =l | 1 frears  +|

Server: l—;, Name: [ & instance:| to |

Run |—;, Distribution |—:[ I Save On Refresh

Status: Status:
Process List Customize | Find | View All] E First K1 12072 I [ ast
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status W Details
T 2197788 Application Engine BIVCO00 DEMETTA.COLES 11/04/2014 11:58:01AM EST Success Posted Details
T 2197784 Application Engine BI_WRKSHTUPD DENETTA.COLES 11/04/2014 11:45:56AM EST Success Posted Details

(&) save =) notty

15 Click the Refresh button until the Run Status is Success and the Distribution Status is Posted.

16 Click the Details link.
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Favc;r'rtes Mainflenu > myCardinal Financials » Financials Report Retrieval > FIN Process Monitor

Process Detail

Process

Instance: 2197739 Type: Application Engine
Name: BINVCO00 Description: Pre-process & Finalization
Run Status:  Success Distribution Status: Posted
(R0

Run Control ID: billings  Hold Request
Location: Server © Queue Request
Server:  PSUNIG 7 Cancel Reauest

C Delete Request
Recurrence:  Restart Reguest
Reqguest Created On: 11/04/2014 11:58:404M EST Parameters Transfer
Run Anytime After:  11/04/2014 11:58:01AM EST Message Log | View Locks
Began Process At 11/04/2014 11:59:10AM EST Batch Timings
Ended Process At 11/04/2014 11:59:30AM EST View Log/Mrace

17 Click the Message Log link.
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Fmrgrr'rtes Mainvru'lenu > myCardinal Financials > Financials Report Retrieval > FIN Process Monij

Message Log

Instance: 2197789 Type: Application Engine

Hame: BINVCOO00 Description: Pre-process & Finalization

T
Customize | Find | View 20 [ B | 3 Firat B 40 0f10 O Last

Severity Log Time Mezsage Text

10 11:59:26AM 1 bill(s) were selected for processing. " i
10 11:59:26AM 0 bill{=) were found to contain errar(s). Explain
10 1159 26AM 1 bill{s) were processed successfully. Explain
10 11:59:26AM Total amount processed: 1066629.07 in USD. Explain
10 11:59:404M The XML file returned by the web serveris invalid. Explain
10 11:59:404M XKML document abject creation failed. Explain
10 11:59:404M Unable to process HTTP reply from Report Repository. Explain

PSUMNX3 failed to post files to the report repository. ) ;
11:59:404M Semnver scheduled to try again on 2014-11-04- Explain
11.59. 54 829352 Seelog ' '

Published message with ID 00add2bd-6444-11ed-a013- |,

T59:36AM  a9ca30cb25d to create entry in folder GENERAL. _ Explain |

. Successfully posted generated files to the report I ]

11:59:56AM repository - Explain
Return

18 The Message Log page displays. Verify your bill was processed successfully and that the Total
amount processed matches your invoice total.
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Create Federal Highway File:

1 Navigate to the Create Federal Highway File page using the following path:

Main Menu > Billing > Generate Invoices > Utilities > Federal Highway Billing > Create Federal
Highway File

Favorites Main Menu > Biing > Generate Invoices » Utiities > Federal Highway Biing > Create Federal Highway File

Create Federal Highway File

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

'.'I d an Existing Vz i Add a Mew Value

Maximum number of rows to return (up to 300). |300
Search by: Run Control ID begins with|

™ case Sensitive

Search Jrdvanced Search

Search Results
View All  First .ﬂ 1-10 of 10 ﬂ Last

Run Control ID Lanquage Code
CREATE English
DCOLESMEW English

DCOLESRECREATE English
DCOLES CREATE |English

DCaoles Enaglish
FinalRun Enaglish
PSBIFEDD0O0404  English
pillings Enaglish
e Enaglish
droolesMNEW Enaglish

2 Click the Search button to display your existing run control. If you do not have a run control, click the
Add a New Value tab to create one.
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Fawlr'rtes Mainlv'lenu > Biling > Generate Invoices > Utiities » Federal Highway Biling > Create Federal Highway File

Create Federal Highway File

Run

Run Control ID:  billings Report Manager Process Monitor |

Business Unit: 50100 @, I+ Final Run indicator
FCustomer: 0000055002 e}
Target Payment Date: 11/04/2014 &

Bill Status
™ Hew I~ Temporary
Finalized ™ Ready ™ Temporary Ready

™ Pending ™ Hold

[E] save |5 ReturntoSearch | [45] Previousinlist| 5] Mextinlist| |[=7] Notify | |[Ck Add| | Update/Display

The Create Federal Highway File run control page displays.
Enter the Business Unit — 50100

Enter the Customer — 0000055002

Enter your Target Payment Date.

In the Bill Status section, select Invoiced

0 N o a W

Click the Final Run Indicator checkbox.

NOTE: If you are processing a test run of a temporary bill (unapproved billing worksheet) or test run
of a billing adjustment, see the Appendix of this job aid (pages 23-24) for screen shots of the run
control parameters. All other steps are the same.

9 Click the Run button.
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Favarites Main Menu > Billigg 3 Generatevlnvoices b UtiIEies »  Federal Higbwav Biling > Create Federal Highway File

Process Scheduler Request

UserID: DEMETTA.COLES Run Control ID: billings

Server Name: I 'I Run Date: [11/0412014 [5]
Recurrence: I 'I Run Time: 12:22:56PM  Resetto Current Date/Time |

Time Zone: @,
Pocesslfst ... |

Select Description Process Name Process Type Type *Format Distribution
Create Federal Highway File BI_FFEXT Application Engine |web =] [TxT | Distribution
oKk || cancel

10 The Process Scheduler Request page displays. Click the OK button.

Favarites Main Menu > Biing » Generate Invoices > Utiities > Federal Highway Biling » Create Federal Highway File

Create Federal Highway File

Run Control ID:  billings Report Manager |Process Monitor

Process Instance: 2197796
Run Parameters
*Business Unit: 50100 @, I+ Final Run Indicator

*Customer: 0000055002 @,
Target Payment Date: 11/04/2014 5]
Bill Status

¥ Invoiced ™ Hew ™ Temporary
™ Finalized ™ Ready I Temporary Ready
™ Pending I~ Hold

5] save [T ReturntoSearch | f| PreviousinList 4| NextinList |[=] Notify [} Add| |9 Update/Display

11 The Create Federal Highway File run control page returns. The Process Instance number
displays.

12 Click the Process Monitor link.
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Favorites Main Menu > BiIIivng i Generatevln\roices ¥ UtiIEies >  Federal Higbway Biling : Create Federal Highway File

View Process Request For

User ID: [DENETTACOL@, Type: [ =] Last = 1 fvears 7|

Server: I—;, Hame: ’7% Instance:| to |

Run [ ] Distibution [ 5] ¥ Save On Refresh

Status: Status:

Customize | Find | View Al [ | B8 First Kl 4.30f3 D) Last

Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status w Details
| 2197796 Application Engine BI_FFEXT DEMNETTA.COLES | 11/04/2014 12:22:56PM EST Success Posted
= 2197789 Application Engine BIIVCO00 DEMETTA.COLES 11/04/2014 11:58:01AM EST Success Posted
W |2197784 Application Engine BI_WRKSHTUPD DEMETTA.COLES 11/04/2014 11:45:56AM EST Success Posted Details

Go backto Create Federal Highway File

(5 save | =] oty

13 Click the Refresh button until the Run Status is Success and the Distribution Status is Posted.

14 Click the Details link.
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Process Detail

Process

Instance: 2197796 Type: Application Engine
HName: BI_FFEXT Description: Create Federal Highway File
Run Status:  Success Distribution Status: Posted
[Ren | updateProcess
Run Control ID: billings " Hold Request
Location: Server © Queue Request
c
server: PSUNX3 Cancel Request
C De
Recurrence: € Restart Reques
Request Created On: 11/04/2014 12:23:11PM EST Parameters Transfer
Run Anytime After:  11/04/2014 12:22:56PM EST Message Log) View Locks
Began Process At 11/04/2014 12:23:15PM EST Batch Timings
Ended Process At 11/04/2014 12:23:59PM EST View Log/Trace
. 0K | Cancel

Favorites Main Menu > Biing > Generate Invoices > Utilities » Federal Highway Biling > Create Federal Highway File

15 Click the Message Log link.
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Favorites Main Menu > Biling > Generate Invoices > Utiities > Federal Highway Biling > Create Federal Highway File

Message Log

Process

Instance: 2197796 Type: Application Engine
Name: BI_FFEXT Description: Create Federal Highway File
Customize | Find | View 20 ] B | 3 Frst B 45075 17 ot
Severity Log Time Message Text
10 12:23:16PM Bl_FFEXT: Federal Highway Extract Process Started.
. BI_FFEXT: 56 Total rows. $1066629.07 Total Amount —
10 12:23:47PM processed. . Explain
10 12:23:47PM BI_FFEXT: Federal Highway Extract Process Completed. Explain
. Published message with 1D 5d9c20e0-6447-11e4-bar0- | —
12:24:00PM 4 405065038 to create entry in folder GENERAL e cnceed
e Successfully posted generated files to the report -
12:24:00PM repository | Explain |

Return

16 Verify the Total Amount processed to ensure it matches your invoice amount.
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Appendix Section
See below for screenshots of the run control parameters to use for:
e Test run of a temporary bill (unapproved billing worksheet)

e Test run of a billing adjustment

Test Run of a Temporary Bill (Unapproved Billing Worksheet):

Favorites Main Menu > E-illi‘rjg > Generatevlnvuices » UtiIEies > FederillHigﬁ\."m‘,r Biling » Create Federal Highway File

Create Federal Highway File

Run Control I billings Report Manager Process Monitor |- un

*Business Unit: 50100 Q, I™ Final Run Indicator
*Customer: [0000055002 @,
Target Payment Date: 11/04/2014 Eﬂ
Bill Status
™ Invoiced ™ Hew ¥ Temporary
I™ Finalized ™ Ready T |
™ Pending I Hold

[5) save [P RetumnitoSearch [ Nofify [Es Add | [ updateimisplay |

Use the above parameters on the Create Federal Highway File run control page when you need to do a
Test Run of a Temporary Bill (unapproved billing worksheet).
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Test Run of Billing Adjustment — Create Federal Highway File Run Control Page:

Favorites Main Menu > Biing > Generate Invoices > Utiities > Federal Highway Biling > Create Federal Highway File
Create Federal Highway File
Run Control ID:  killings Report Manager Process Monitor | Run
Run Parameters
*Business Unit: 50100 (@&, ™ Final Run Indicator
*Customer: |0000055002 @
Target Payment Date: 1110412014 =]
Bill Status
™ Invoiced ™ Temporary
I Finalized Ready [ Temporary Ready
™ Pending ™ Hold
[5) save | [oF RetuntoSearch ] Noify Bk Add | [ /5 Update/isplay

Use the above parameters on the Create Federal Highway File run control page when you are doing a
Test Run of Billing Adjustment.
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