General Billing

Monroe County, WI

The Invoice Entry/Proof program allows you to enter General Billing invoices in a
batch mode and subsequently proof and post the invoices to bill customers for

general revenue receivables.

Monroe County General Billing
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Procedure
Use the following steps to enter a Receipt into Munis

Open Invoice Entry/Proof
General Revenues> General Billing > Invoice Processing > Invoice Entry/Proof

a General Biling
o Setup
4 Invoice Procassing
Invoice Enfry and Proof
Invoice Enftry
Invoice Inguiry
Adjust Invoices

The Invoice Batch Header screen will open. Click

B g Textfile Audit Add Batch p
.

Return

alv B L poF 1 _ - 3 ink % | View Batch

nin Al
EE Duplicate w Epreview dule 1 Alerts ¥ Resume

Confirm Searcl Actions Output Office ools Menu Return
Invoice Entry and Proof - Munis [Monroe County | TRAIN | 10/14]

Clerk | |
Batch
Invoice count
Amount total | |
Default invoice date i
GL effective date q
Year/period I_I
|

Payment terms

Invoice messages

Invoice message l - ]

Invoice message text
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The Batch Header information including the Clerk, Batch Number, Default Invoice Date, GL
Effective Date, and Year/Period will all default. Choose 72

Accept

v @ @

dhewmpl Carcsl

Ifrecitn [ rEny ard Peoad - Mume [Masssd Doty | TRAIN | 10/14]
[ Bateh informabon |
Clerk B51bimpl
Batch | 1
[ressiee counk I:I"
| Amount tolal ix]
| pefault imvoice date [[EFRERE |53
GL effective date | 10/20/2014 o
ear { period 2084| (10 ocT
Paymert Berms MET 30 DAYS
[ tvoice ovessmgess ]
[nyEce MEssage L] -
Diucece metiage bexl o
'y
|

The Invoice Header screen will open



General Billing Invoice Entry

v @ ®

Accept  Cancel

Gl effective date
Year! period

orzwaois (i3]

2014

10 T

Cusbisnmer

0. adde e,

AR cotle
Aocounk
Invaice
Invaice date
Dresozunt code
Biscsanl priceit
Department

Cash account

1< | £ [oofn

_I.U."ZIJ.-'ZIJ 4
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I'IEr:I
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| Project Accounding invoice
Dwe date

/124 |3

Ablasdumentn [}

Briuaf iftn code
Ensurarce policy
Cusbomer P
Parcel

Conbract

For/lLesalion
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Choose a customer from the l:ineId help. The Customer Search screen will open. To search
on all customers, enter in an asterisk into the Primary name search area, or search by the

customer’s name and click

Accept
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Primary JF Seaich

Primary Phane Search

Customer Department Search

S5HFIE Search

_| Sesrch GB customers only

Addrhanal Search Op
o Search ackree customens only
Smmrch in iy deparicaenl erly

Seaich in sk medule ealy | = |

e [y mnd B - e | Baers Sy | FILUER 4] * lus mair ST —
Lumtomar & Hama | Mera 1 ddrean 1 iy Siwtn I Cmarstry
| AL ACunT SEEIoRs laare o "
23 ALECE 0. LT @35 M GuERDALT TERiAH we Tl ik
T RIIROE 1T T THEFEL L T T T a—
A ARDC FRART Wl e = i
B3N BUPTALD COUNTY MWY DEFT &37 SOUTH IND 5T A WE HaLI s
X OAD HFrORT FRANTA wi B A
¥ CeELOERME SERGICES SEAATA we S G- A
Ik CICRET ComE 1H S CouNT 5T Gramra wil Jel 5 AN
HDO CITW O SRERTE CITY CLbE Y WL, el ST SRAATL Wi HALE {4
60 CATY OF TOMAH i P TTER S WIS SURERCCH AVE. TomaH wi s i
51T COTY OF WESTEY ATTH: GREGG RANSON 20T MOATH MAIN 5T. WESTHY WE g7 [
1% CRERE OF (5T 1§ CoRNT T L o] w L ]
41 CLNICAL SRARTE, Wi Bl AT
253 COMMURETY SRRCH WoRks MRSRLN OO TRORWEG 1038 5 COURT STREET SPART Wwe AN -4 Ui

Choose Accept to select the customer
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Additional Customer Options it

) View Customer Detail

\_J) Customers
() Bill Inquiry

Acceptl Cancel

The Invoice Header screen will reopen. Enter the rest of the Invoice Header information by
using the tab key to move through the fields.

* Prol Hesder

Irvegwce Feader
GL effective date 1ov2vzo1d  |[3a] Totsl A0
Tear/ period 2014 R
Custamer 195|.... e e [ e | =

;I I-i.'.F“F.-.l-Fi'I'. e g Insusraenee policy

830 M GLENDALE AVE Customer PO

TOMAH, W1 545650 USA Parcel i v

Contract ¥ |
AR sode 11230 - CLERK OF COURT =] |
Aeeaisnt [\] . GE
Imwohoe 1= | Projedt Accouniting inveice For/Location Enter Cesonpiive Information about the =
Invoice date W Due date 11292014 | i3] RO HERE
Dacount code i S
Dscsunt pereent ] L
Cepartment B4210 - ROLLING HILLS = | | |&Fcemments
Cash account S5A00000 [-.c | 122000 f-a] [
£ 4 |oefo > b1 | At aclurenis 1)

Enter in the following required information:

¢ AR Code — Choose the appropriate department

¢ Invoice — Choose the | 1| to select the next invoice number
e Department — Choose your department

e For/Location — Enter in a description for the invoice

Choose once all information is entered to move on to the Invoice Detail screen.

The Invoice Detail screen will open. Enter in the charge detail



General Billing Invoice Entry Monroe County, WI

Tear J014 Ermvoiie 1 Tolal wneiee
Cugbomer 136
ALICE E. LETT

Lirig H
 —

Charge cede | - ] =
—
Guaslity 1.00] uoM [EacH
Prce .nm:mnnl
Dscownt smoant e - I
Ll g gt £ |
Recipient V] -

| r
\

Qg Obj Proj Diescription Tetal Amount

Total allocstion

14 £ iogfg > ]|

Enter the following:

e Charge Code — This list is based off of the AR Code (or, department) chosen on the

Invoice Header screen

e Charge Code Description Box — Will default from the Charge Code and can be
updated with more information

¢ Quantity/Price — Will either default from the Charge Code, or should be entered

e Accounts — Will default based on the charge code. If you have permissions, you may

change the revenue account to be used for this bill if necessary.
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Once the Invoice Detail line is entered, choose or tab through the account line to save in
the information. Accept

Choose! to enter another Invoice Detail line. If finished, chooseH

Year 04 Brwgeon 1 Toksd uvetecn 55.00

Cuitairr 136
MICH §. LETT

Leta 1
1 Chargs code CRANLO0 - FAMILY CDUNSTLING SIRVICE FED = | FAMILY DDURSELING STRYVICE FED -
| Guantay 1.0 woe  |BacH
| Prol S5 000000
| Cuposunt smoont o0 =1
|
| Bl gasani 114, ]

Htapetnd @ -

|| em L] Proj = ] Totad Amapant
13210000 A 3430 FAMILY COUNSELING SIRVICE FOI SE00

Totad stlacaben 5500

iK1 ¢ flian FIE

On the Invoice Header screen, the total should now show the total amount entered on the detail
lines.

Total 55.nn|

Choose to add another Invoice to a different customer, and repeat the entry steps
described above. If finished entering, choose to return back to the Batch Header screen.
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The batch header will display the total invoices and total amount of the entire batch. Choose
to post the batch.

o Text lila H O w v A Add Balch  Ouloul Post

L P g B 1] Vi Batch
Frm

w [ treviee i | Alaris v Aeusms

Balch informaton

Clark AS16impl

Batch 1.

Frivents Coumnl 1

&mount total 55.00|
[refault invaice date 10/30/2004

Gl effective date 1020/ 2014

¥ earf perind 4 1w ocT
Fayment terms MNET 30 DaYS
Irwcice message o -

Invdidd message taxt

The output screen will open. Choose Save and OK.

Output

Invoice Entry and Proof - Munis [Monroe County | TRAIN | 10/14] > Output
Output type
L ': Munis printer Save in [Munis spool directory - ]
L*) Save . 5
_ PDF File name gbinventd001

() Display Save as type |Plain text (\ixt) = .

Comment: Saves to a file retrievable from the Saved Reports program.
You may accept the default or enter your own file name.

Report bitle

|INVOICE ENTRY PROOF LIST |

Output style Output options

Presentation Enable hyperlinks if present Copies El
* ' Standard
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The following message will appear. Choose “Yes” to continue posting.

Munis (gbinvent)

7 !) MNo errors have been detected. The invoice(s) are ready for posting. Do you want to update the files?

|
i | Yes Mo

If you would like to change the message that prints on the batch, choose Yes. Otherwise,
choose NO.

Munis (gbinvent)

!) Do you want to change the message for invoices in this batch?

| yes || No |

The batch will be posted when the screen clears.

Invoice Entry and Proof - Munis [Monroe County | TRAIN | 10/14]

Clerk | |

Batch

Invoice count

Amount total |
Default invoice date

GL effective date

Year/period I_I

Payment terms | |

Invoice messages

Invoice message [ - ]

Invoice message text

-
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Results

Status Change

There is no status change with this process.

GL Impact

Once you post the invoice batch, the program makes journal entries, posts them to the general
ledger, and commits amounts to the accounts receivable and general billing revenue accounts.

Other Modules Impact

No other modules are affected by this process.

What’s Next?

Print invoices.
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