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Instructions for Free Text Invoicing – Trial Invoice and Final Invoicing
1. Signon to Agresso Client

2.  Trial Invoice (This will allow you to view the invoice to ensure accuracy)
a. Agresso Financials/Accounts Receivable/Free Text Invoicing

b.  Click on the plus next to Trial Invoice(FI07)

1. The Customer Group is hard coded so pick the variant “CGE Semester Cust Group Trial Invoice” or “CGE Short Term Cust Group Trial Invoice” whichever your customer was, SAVE then look for report under Reports it is FI07
2. Semester:
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Report : GLO7 Augsburg College

Client : ac Augsburg College TEST BOREALIS

User : COLLEN Batch input transactions from external system
Error log BATCH_INPUT

orig.acc Per.  Account catl cat2 cat3 cat4 cats caté cat?

TRANS 30000
4350 200912 4350 12000 8003 1000
4350 200912 4350 12000 8001 1000

9999 200912 9999 12000 1000





3. Custom Program Tailored:
1. [image: image2.png][ (FI07) CGE Short Term Cust Group Trial Invoice: =8

Show fixed parameters Create report template Log level parameter Tmp table parameter Company L !

Variant -
Param name

[T copies L

2 Server queve Default Report Queve

3 |priority o

4 |printer DEFAULT

5_|E-mail confirmation =}

6 |E-mail distribution =}
[ 7 [status N

8 |Startdate

9 [Starttime

10 |Output type Auto-select

12 [Order number from 1
13 |Order number to 999999999999999|
16_|CustomerlD from o

17 |CustomerlD to 999999999





4. On the Reports and Server Processes by Order Date look for FI07 job
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a. Status T is when it is done
b. Double click on the line and you will get two report options
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d. You will get two reports, the FI07B.rdfis below(ex of Semester and Tailored)

e. [image: image5.png]AUGSBURGCOLLEGE

Center for
GLOBAL EDUCATION
and EXPERIENCE
TRIAL Page 1/1
Invoice # 0]
Customer ID # 700001
INVOICE Invoice Date: 10/16/2015|
Due Date: 11/15/2015|
University of St Thomas
Business Office, MAIL AQU 116
2115 Summit AVE
ST Paul MN 55105
Description QTY  Unit Price Amount
Namibia #XDB Airfare: Ann Bee, Bea 300 EA 800.00 2,400.00
Comb, Exra Nix
Namibia #XDB Room & Board: Ann Bee, 300 EA 5,000.00 15,000.00
Bea Comb, Exra Nix
Namibia #XDZB Tuition: Ann Bee, Bea 300 EA 10,000.00 30,000.00
Comb, Exra Nix

Total: 47,400.00




f. [image: image6.png]AUGSBURGCOLLEGE

Center for
GLOBAL EDUCATION
and EXPERIENCE
TRIAL Page 1/1
Invoice # 0]
Customer ID # 700005
INVOICE Invoice Date: 10/16/2015|
Due Date: 11/15/2015|
John Carroll University
1 John Carroll BLVD
University Heights OH 44118
Description QTY  Unit Price Amount
Nicaragua Participant Prog Fee #NIC16 1900  EA 1,095.00 20,805.00
Nicaragua Group Leader Prog Fee 200 EA -1,095.00 -2,190.00
#NIC16
Total: 18,615.00




g. Check report FI07B for accuracy you will notice that there is NO INVOICE NUMBER assigned yet because this is a TRIAL
2. To CORRECT something you will go to INVOICE AND REQUISITION APPROVAL
a. Financials\Accounts Receivable\Free Text Invoicing\Invoice and Requisition Approval
i. Enter your CUSTID and it will bring up all for that customer
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1 ® 700005 30000 10/13/2015 | 201505 1000000 CGE700005  Avis Benson AGR Adiminstrator | USD 1861500 F1 T
2 | ® 700005 3000110/14/2015 | 201505 1000001 CGE700005  Avis Benson AGR Adiminstrator | USD 1861500 F1 T
3 | ® 700005 30002110/14/2015 | 201505 1000002 CGE700005  Avis Benson AGR Adiminstrator | USD 1861500 F1 T
4 | ® 700005 3000310/14/2015 | 201505 1000003 CGE700005  Avis Benson AGR Adiminstrator | USD 1861500 F1 T
5 | ® 700005 3000410/14/2015 | 201505 1000004 CGE700005  Avis Benson AGR Adiminstrator | USD 1861500 F1 T
6 | X 700005 30005/10/14/2015 | 201505 1000005 CGE700005  Avis Benson AGR Adiminstrator | USD 1861500 F1 T
7 | ® 700005 3000610/14/2015 | 201505 1000006 CGE700005  Avis Benson AGR Adiminstrator | USD 1849600 F1 T
g8 | X 700005 3000710/14/2015 | 201505 1000007 CGE700005  Avis Benson AGR Adiminstrator | USD 7308001 T
9 | X 700005 010/15/2015 | 201505 1000008 CGE700005 _ Avis Benson AGR Adiminstrator | USD 1861500 F1 N
5 156,109.00





iii. You cannot change any that have an invoiceno assigned

iv. Double click on the line that has zero in the invoice no and it takes you right back into entry
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vi. Correct and SAVE
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3. You can  also get there by going to Free-Text Invoice and Binoculars opens up the ORDERNO field and follow process above for correction
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3. If all info correct, Run the” Invoicing “step(Reports FI01, GL07)
a.   Agresso Financials/Accounts Receivable/Free Text Invoicing/Invoicing

1. From the drop down pick the “CGE Short Term Invoice and Post to GL” or “CGE Semester Invoice and Post to GL” variant, again whichever your customer falls under
1. Semester EX:

a. [image: image11.png][ (F101) CGE Semester Invoice AND POST to GL

29 |Transaction type
30 |TT invoice number

Variant -
Param name Value

1 |Copies 1

2 Server queue Default Report Queue

3 |priority 0

4 |printer DEFAULT

5 |E-mail confirmation u]

6 _|E-mail distribution u]

7 |Status N

8 |Startdate

9 [Starttime

10 Outputtype Auto-select

11 |Payment method B

12 |Order number from 1

13 |Order number to 99999999999999¢

15 |Customer group 2CGE Semester Abroad Customers

16 |CustomerID from 0

17 |CustomerD to 999999999

18 |Period August 2015

22 [PostY/N =

23 |Invoice date 08/20/2015

26 BatchID 15082710

27 |Exteral system I Free Text AR Invoicing
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2. Custom Program Tailored  EX:
a. [image: image12.png]lal¥ (FIOT) CGE Short Term Abroad Invoicing
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2. You must check or enter(trying to hard code)
1. Period
2. Invoice date
3. External system – FI Free Text Invoicing(you will have to pick till I get hard coding to work)
4. Transaction Type – Free Text Invoicing(you will have to pick till I get hard coding to work)
5. TT invoice number – Free Text Invoicing
3. SAVE or F12(this creates your invoice and posts to the GL) Remember the order number
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1 |Copies 1
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4. Creates FI01 and GL07(direct update to GL) reports[image: image1.png][ (FI07) CGE Semester Cust Group Trial Invoice =8
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Click on the button REPORT LOG (a piece of paper with a magnifying glass)

5. Both your FI01 and GL07 should be there and wait till they are both at T

1. CHECK the GL07 that the Report says 
i. STATEMENT BATCH INPUT
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Report : GLO7 Augsburg College Page: 1
Client : ac Augsburg TEST ALTON 151016
User : ABENSONA base 09:27:06

STATEMENT BATCH_INPUT

orig.acc Per.  Account catl cat2 cat3 cat4 cat5 caté cat7 Cus/Sup Trans. text TC Amount in USD
TRANS 30011

1111 201505 1111 10607 XDB 6062 1001 R700001 Namibia #XDB Bir 49,665.00
2120 201505 2120 10607 XDB 6062 1001 R700001 Namibia #XDB Air O 2,865.00-
2120 201505 2120 10607 XDB 6062 1001 R700001 Namibia #XDB Roo 0 16,500.00-
2120 201505 2120 10607 XDB 6062 1001 R700001 Namibia #XDB Tui 0 30,300.00-

TOT Debit amount 49,665.00
TOT Credit amount : 49,665.00
TOT Net amount 0.00





iii. NOT ERROR etc in the header
1. If so call AVIS x1261
2. To look at the reports double click on the row of FI01, then double clidk on FI01B.rdf
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6. When it is a good load to the GL you will not have ERROR in heading.  Write down the Trans number if you are going to do an excelerator invoice
7. Check out FI01B and see if this invoice has all you need, if you need more information go to next section
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Customer ID # 700005 Invoice # 30014
Invoice Date: 10/16/2015|
Due Date: 11/15/2015|

John Carroll University

Campus Ministry ATN:Andy Costigan

1 John Carroll BLVD

University Heights OH 44118

Description QTY Price Amount

Nicaragua #NIC16 Participants 2000  1,095.00 21,900.00

Nicaragua #NIC16 Group Leader credit 200 -1,095.00 -2,190.00

Total:

19,710.00
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To Mail: Augsburg College - CGE CB 307 - 2211 Riverside AVE S Minneapolis, MN 55454 (include Inv#)
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