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Introduction 
 

The Billing óQuick Start Guideô provides a brief reference for navigation 

through the more frequently used Billing functionality and the detailed 

steps to complete a Billing module process. 

 

The Billing module functionality described, takes into account the new 

data entry process to be used for the CRN and CRU bill types in 2005. It 

also highlights the revised page introduced in December 2004 for the 

CRE bill type. 

 

For other detailed screen shots refer to the Training Guides on the On 

Demand site which will be updated accordingly. 

 
   http://ondemandweb.undp.org/frs.htm 
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Enter a Standard On-line Invoice 
 

Navigation: Billing>Maintain Bills>Express Billing>Add New Value  

Enter: Business Unit; Bill Type Identifier; Bill Source (ONLINE); Customer. 
 

(Note: Enter all other required substantive information required as per Building Block 6 in addition to 

the pages highlighted below) 

 

I. CRU Bill Type:  
 

A. On the óAdd New Valueô page, enter: 

 

Bill Type Identifier :  CRU  
Customer: 00012 (for UNDP) 

 

B. If óEnter Billing Currencyô page appears, enter: USD and click óOKô. 

 

(NOTE:  Must always be US dollars since the Universal Price List is in USD.) 
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C. The óLine Listô page appears;  enter óIDô in the Table column indicated below: 
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D. Click the magnifying glass icon under the óIdentifier ô column: 
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E. The Universal Price (UPL) list table will be displayed.  Select the price required: 

 

 
 

Note:   High Cost ï  100001 ï 100023 

 Mid-High Cost - 200001 ï 200023 

 Mid-Low  Cost -  300001 ï 300023 

 Low Cost -   400001 ï 400023 

 Liaison -   500001 ï 500023 

 Other Services -  800001 - 800012 
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F. On the Line List page, enter the óQuantityô of the service provided and click the 

Refresh button.  This should be updated periodically prior to finalizing the 

invoice. 
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G. Click the óProjectsô button: 
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H. Enter the PCBU, Project ID and Activity  which are required data for successful 

posting of expenditures to General Ledger and Projects, then click óOKô: 

 

(NOTE:  Ensure that a valid Project ID and Activity as authorized by the UNDP 

project manager is selected, which would pass budget check.) 

 

 
 

For CRU ï select UNDP projects 

For CRE ï select Atlas Agency projects 

For CRN ï select cost recovery projects with Activity 99 

 

United Nations Development Programme 



Atlas Billing Team 

OIST/BOM  July 15, 2005 
11 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

I. Add the next line(s) in the óLine Listô page for the other charges by clicking the 

ó+ô sign: 

 

 
 

Note:   In the óPurchase Order Referenceô column, enter the agency reference information 

required to facilitate the UN agencies in identifying the charge (i.e. ULO numbers, 

Agency Reference numbers etc). 
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J. Select the óLine Notesô from the drop down menu: 
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K. The Line Notes page will appear where all pertinent information required to 

facilitate the UN agencies in identifying the charge (i.e. ULO numbers, Agency 

Reference numbers etc) must be entered: 
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L. Click the óAcctg-AR Offsetô option from the drop down menu: 
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M. At the óAcctg- AR Offsetô page, click óVIEW ALLô to display all lines.   This 

refers to the debit side to charge projects. Fill in the full and correct chart field 

string.  Only expenditure accounts should be entered in the Acctg AR Offset 

page.  Ensure that a Project number is entered and that this is the same as the 

Project number entered in the Line List page (Project button). 
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N. Click the óAcctg-Rev Distributionô option from the drop down menu: 

 

 
 

 

 

 

 

 

United Nations Development Programme 



Atlas Billing Team 

OIST/BOM  July 15, 2005 
17 

 

 

 

 

 

 

 

 

 

 

 

 

 

O. At the óAcctg- Rev Distributionô page, click óVIEW ALLô to display all lines.  

This refers to the credit side to record the operating unitôs extra budgetary income.  

This page should contain the chart fields crediting the country office extra 

budgetary income, for which distribution codes have been set up.    Click the 

magnifying glass under the óCodeô column. 
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P. Select the distribution code applicable to your country office. 
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Q. The full chart field string derived from the pre-configured óDistribution Codesô 

will be automatically populated.  No project ID is required for revenue. 
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R. Go to the óHeader Primaryô page and click óSAVEô.  An invoice number will be 
automatically assigned: 
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S. When the invoice is ready to be finalized, the authorized user should change the 

status from óNEWô to óRDYô.  Invoices with RDY status will be picked up by the 

Billing batch processes and will be finalized.  (When you óReview Billing 

Informationô, you will note that the invoice status will be changed from RDY to 

óINVô): 
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II.  CRN Bill Type:  

 
A. On the óAdd New Valueô page, enter: 

 

Bill Type Identifier :  CRN  
Customer: Customer ID number for Non-Atlas UN Agency 

 

B. If óEnter Billing Currencyô page appears, enter: USD and click óOKô. 

 

(NOTE:  Must always be US dollars since the Universal Price List is in USD.) 

 

C. The óLine Listô page appears;  enter óIDô in the Table column. 

 

D. Click the magnifying glass icon under the óIdentifier ô column. 

 

E. The Universal Price (UPL) list table will be displayed.  Select the price required. 

 
F. On the Line List page, enter the óQuantityô of the service provided and click the 

Refresh button.  This should be updated periodically prior to finalizing the 

invoice. 

 

G. Click the Projects button.  Enter the your PCBU, your cost recovery Project ID 

and Activity 99, which are required data for successful posting of expenditures 

to General Ledger and Projects, then click óOKô: 
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H. Add the next line(s) in the óLine Listô page for the other charges by clicking the 

ó+ô sign. 

 

I. Click the óAcctg-AR Offsetô option then click óVIEW ALLô to display all lines.  

Fill in the full and correct chart field string.   

 

¶ Only expenditure ACCOUNTS should be entered. 

¶ FUND code should be 12000 

¶ DEPT ID should be your CO department ID   

¶ Project number is the same cost recovery Project number entered in the 

Line List page (Project button). 

 

J. Click the óAcctg- Rev Distributionô option, then click óVIEW ALLô to display 

all lines.  This page should contain the chart fields crediting the country office 

extra budgetary income, for which distribution codes have been set up.    Click the 

magnifying glass under the óCodeô column. 

 

K. Select the distribution code applicable to your country office. The full chart field 

string derived from the pre-configured óDistribution Codesô will be automatically 

populated.  No project ID is required for revenue. 

 

L. Go to the óHeader Primaryô page and click óSAVEô.  An invoice number will be 
automatically assigned. 

 

M. When the invoice is ready to be finalized, the authorized user should change the 

status from óNEWô to óRDYô.  Invoices with RDY status will be picked up by the 

Billing batch processes and will be finalized.  (When you óReview Billing 

Informationô, you will note that the invoice status will be changed from RDY to 

óINVô). 
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III.  CRE Bill Type:  
 

A. On the óAdd New Valueô page, enter: 

 

Bill Type Identifier :  CRE  
Customer: Customer ID number for ATLAS  Agency only (i.e. UNOPS,  

UNFPA, UNFEM, UNCDF) 

 

B. If óEnter Billing Currencyô page appears, enter: USD and click óOKô. 

 

(NOTE:  Must always be US dollars since the Universal Price List is in USD.) 

 

C. The óLine Listô page appears; enter óIDô in the Table column. 

 

D. Click the magnifying glass icon under the óIdentifier ô column. 

 

E. The Universal Price (UPL) list table will be displayed.  Select the price required. 

 
F. On the Line List page, enter the óQuantityô of the service provided and click the 

Refresh button.  This should be updated periodically prior to finalizing the 

invoice. 

 

T. Click the Projects button.  Enter the PCBU, Project ID and Activity  which are 

required data for successful posting of expenditures to General Ledger and 

Projects, then click óOKô: 

 

(NOTE:  Ensure that the Project ID and Activity are as authorized by the Atlas 

Agency, which would pass budget check.): 
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G. Add the next line(s) in the óLine Listô page for the other charges by clicking the 

ó+ô sign. 

 

H. Click the óAcctg-AR Offsetô option then click óVIEW ALLô to display all lines. 

The Due To/Due From ACCOUNT for the Atlas Agency should default. 

(15010=UNCDF; 15020=UNOPS; 15025=UNFPA) 
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I.  Click the óAcctg ïInterunit Exp/Inc option and fill in the full and correct chart 

field string as authorized by the Atlas Agency.   

 

a. Only expenditure ACCOUNTS should be entered. 

b. Project number is the same Atlas Agency Project number entered in the 

Line List page (Project button). 
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J. Click the óAcctg-Interunit Payablesô option, click VIEW ALL and confirm that 

the UNDP Due To/Due From ACCOUNT 15005 defaults for all lines. 
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K. Click the óAcctg- Rev Distributionô option, then click óVIEW ALLô to display 

all lines.  This page should contain the chart fields crediting the country office 

extra budgetary income, for which distribution codes have been set up.    Click the 

magnifying glass under the óCodeô column. 

 

L. Select the distribution code applicable to your country office. The full chart field 

string derived from the pre-configured óDistribution Codesô will be automatically 

populated.  No project ID is required for revenue. 
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M. Go to the óHeader Primaryô page and click óSAVEô.  An invoice number will be 
automatically assigned. 

 

N. When the invoice is ready to be finalized, the authorized user should change the 

status from óNEWô to óRDYô.  Invoices with RDY status will be picked up by the 

Billing batch processes and will be finalized.  (When you óReview Billing 

Informationô, you will note that the invoice status will be changed from RDY to 

óINVô). 
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Review Billing Information 

(to review status of bills ï read only) 

 

Navigation:  Billing>Review Billing Information>Details 

Enter: Business Unit and Invoice Number 

 
I. Header - Info 1  will be displayed 
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