United Nations Development Programme

Atlas Billing Module
Quick Start Guide

(for UNDP only)

Atlas Billing Team 1
OIST/BOM July 15, 2005



United Nations Development Programme . UNOPS )

lnllu e O Toe P

INtrOdUCHION =========m=mmm e e e e e e e 3

Enter Standard Online Invoice

CRU Bill TYp@---======mmmmm e 4

CRN Bill Typ@--=====mmmmm e 22

CRE Bill TYp@---===mmmmm e 24
Review Billing Informatiof---------=-==-===-mmmmmmm oo 30
Review Entries by INVOi€@----------=mmmmmm e 34
Correct Staged Acctg Errorg-----------=-==mmmmmmmemmeeeeeeo o 36
CorrectBudget Check ErroFs---------=--==n-mmmmmmmmmeeeeoeee 39
Copy Billing INVOICE-----========mmm e 53
Adjust Entire Bil------===m-mm e 57
Adjust Select Bill LiN@s--------==-======n=mmmmm oo 61
ANNEX1iBi I I i ng oO0€Gheat-—--Sheet-6---75

Atlas Billing Team 2

OIST/BOM July 15, 2005



United Nations Development Programme R UNOPS '”

Unnloxd Natore Clice Toe Proget Sor

Introduction

The Billing 0Quwides grieBefaaende forGavigatieno
throughthemore frequently usefilling functionality and the detaab
steps to complete a Billing module process.

The Billing module functionality descriloetakes into account the new
data entry procesw® be usedor the CRN and CRU bill typas 2005.1t

also highlights the revised page introduced in December 20G#4dor
CRE hill type.

For otherdetailed screen shots refer to theaining Guides on thén
Demand sitevhichwill be updated accordingly.

http://ondemandweb.undp.org/frs.htm
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Unnloxd Nabore Clice: lor Proeel Boves

Enter a Standard Odine 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 subantive information required as per Building Block 6 in addition to
the pages highlighted below)

l. CRU BiIll Type:
A. On tAddeNewValued p antpre, e

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

B.1f 6Enter Billing CuwWsSDaenndc y®dK@pcakged appear s,

(NOTE: Must always be US dollars since the Universal Price List is in USD.)
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C. Th tined.ist6 page appdarnn; t hentTabl & col umn i n

< Express Billing - Microsoft Internet Explorer &) x|

File Edit Wiew Favorites Tools Help |

Back + = - (D “at | Qsearch [GiFavorkes  (Mediz (4 ‘ B-SeE a9

Address IEhttps:,i,l’ﬁnance-tast.partnaragencias‘org:SDSIJDSDJUNDPFSSI)’EMPLOVEE,iERP,I’c,iENTER?BILLING,INFORMATION.BLENTRY,X‘GBL j @Gu Links >

At | Q Srinance

(=3

Mew Window | Help

Line List

Unit: UMDP1 Bill To: oooiz Pretax Amt: o.oo uso
Invoice:  NEXT UNITED MATIONS DEVELOPMENT @ lz‘ Max Rows: 20 @ @

FROGRAMME
Line/Seq: Seq hé Identifier Descr: Identifier 'I

First 1 of 1 Last

sel 5"_-1|Tahle Identifier Quantity Unit Price Emended Llne Type (Purchase Order Reference Projects use'

r WFJ\) 4| liJli noon Rev Q| Pmlectsr +1)=]

tneswnee: 1t =] B
Goto: Tax Accounting DiscountSurcharge  Moles Standard Entry Page Series
Summary  Bill Search  Line Search Navigation: Line List j

& save)  ([EdMetity | (2 Refresh ErAdd | (B Update/Display

Headar-Primary | Header-Secondary | Line List

& ’7 yilg # Internet
gl start |J m & @ & @ “ @Inbux - Microsoft Qutlook ”@Express Billing - Micro... @El\hng Quick Start Guide - ... | |<I|E &N @ @E 10:59 &M

Atlas Billing Team 5
OIST/BOM July 15, 2005



United Nations Development Programme

D. Click the magnifyinggt s s i ¢ o nldentifiet @&olumn:h e 0

7} Express Billing - Microsoft Internet Explorer - |E'|5|

File Edit Wiew Favorites Tools Help |

GBack ~ = - (2 Z | @search  [EFavortes  FMedia $4 ‘ B S = 2D

fAddress |@ https:/ finance-test partneragencies, org:8081 /psp /UNDPFSS 1 JEMPLOYEE ERPjc/ENTER _BILLING _INFORMATION.BI_ENTRY . GBL | @a |Lnks >
Atlase

Home

=3

Mew Window | Help

Line List

Uit UNDP1 Bl To: 00012 Pretax Amt: 000 USD
Invoice:  NEXT UNITED NATIONS DEVELOPMENT 1 (B MaxRows: | 20 (¥ [
FROGRAMME

Line/Seq: Seq 2 Identifier.Descr: Identifier 'I

ary
| |Seq (Table |ldentifier Qu, ntity Unit Price E)dended LII'IE Type (Purchase Order Reference Projects

AT \y ) I_J!— o000 Ry Q| Prﬂlecl8|— [+])[=]
N

Lines to Add: ’71 ll ;I IE

Goto: Tax Accounting DiscountiSurcharge  Motes  Standard Entry Page Series
Summary  Bill Search  Line Search Navigation: Line List 1| Prev Mest
B sove) Elvetity |2 Refresh Badd) 2 Update/isplay |

Header-Primary | Header-Secondary | Line List

[& ’_ ’_ré_ # Internet
il start |J m & @ o @ H @Inbux - Microsoft Outlook ||@Express Billing - Micro...  ]Biling Quick Start Guide - ... | |Q|E &N @ @E 11:01 AM
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a Express Billing - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

GBack ~ = - (2 Z | @search  [EFavortes  FMedia $4 ‘ B S = 2D

Address |&_"| https: /finance-test partneragencies. org:6081 {psp JUNDPFSS 1 [EMPLOYEEERPYc ENTER_EILLING _INFORMATION.BI_ENTRY % GEL j @Go | Links »

Atlagsm-
Home

=3

Look Up Identifier

SetlD: UMNDP1

Billing Currency: uso

Identifier: |hegins wiith j|

Effective Date: |= | [13w07izoos B

Description: |begins with j|

LookUp | | Clear | | cancel | Basic Lookup

Search Results

AUuout - 012000 - Accrealiatlion W, Overnment . REY =B

100002 01/0172005  Consultant Rectuitrment EA 11859 REV ¥H

100003 04/01/2005 Custom Clearance EA 39.64 REY B

100004 01/01/2005 Disposal of Equinment EA 10733 REY XB

100005 01/01/2005  F10 Seftlernent EA 1491 REV ¥H

100008 01/01/2005  Fellowship Package EA 7288 REY B

100007 01/01/2005 Hotel Reservation EA 1218 REY B

100008 01/01/2005  |ssuing Ds EA 2514 REY B

100008 01/01/2005  Local Drivers' License EA 32.45 REY XB

100010 010172005 Payment EA 2075 REY XB

100011 01/01/3005 Procurernent Process EA 218.92 REV HH

100012 04/01/2005  Procurement Simple EA 7745 REY B

100013 010172005  Recurring Personnel Management EA 19846 REV XH

100014 01/01/2005  Shipment Arrangerments EA 67.04 REY B

100015 01/01/2005 SlaﬁRecrunmem Comracl EA 11011 REY XB LI
[& ’_’_ré_ # Internet

iflstart |J Hé = o H | ©]5ent Ttems - Micrasoft ... | #1Biling Quick Scart Guidem”@EHpress Billing - Micr... |%]Microsaft Excel - CRU B...| [ G NDOEE 1nzan

Note: High Cost 100001 100023
Mid-High Cost- 200001 200023
Mid-Low Cost- 300001 300023
Low Cost- 4000017 400023
Liaison- 500001 500023
Other Services 800001- 800012
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o Naboe Ol Tor Proeel Sonvies

s s@ )

F.On the Line LiQsanttybagé, t et s andulibkehed pr ovi de
Refresh button. This shoul updategberiodicallyprior to finalizing the
invoice.

=18l x|

File Edit WYiew Favprites Tools Help |

GBack ~ = - @ |7 4 | @search  [EFavortes  FMedia $4 ‘ B S = 2D

Address [&] https: finarfe-test partneragencies. org:8081jpsp/UNDPFS5 1 JEMPLOYEE /ERPJc/ENTER_BILLING_INFORMATION.BI_ENTRY 2 GBL | @a |Lnks >

Atlas-

Mew Window | Help

unit:  vUGI0 BilTe: 00012 Pretax Amt; 0.00 USD B
Invoice:  NEKT UNITED NATIONS DEVELOPMENT 1 (B MaxRows: | 20 (¥ [
PROGRAMME
Line/Seq: Sen h Identifier Descr: Identifier j'
el |Seq [Table [ide Qua 0 Price e e Type |P e 0 Proje e
1o &[oodio ( Q. ed Q)| zo7s00 0.000 [Rev Q] Proiscts| |+ | [=|

N

Lines to Add: ’71 LI ;I IE

Goto: Tax Accountiy DiscountiSurcharge  Motes  Standard Entry Page Series
Summary  Bill Search L Line Search Navigation: Line List 1| Prev Mest
\
@ sove) Elvetity |[2Refresh B Add) | Z] UpdaterDisplay |

Header-Primary | Header-Secondary | Line List

[& ’_ ’_ré_ # Internet
il start |J m & @ o @ H @Inbux - MicrusUFt...I Billing Quick. Start...”@Express Billing ... Micrusuft Excel =] ICT Website Des... | |<Ej§® N @ @m 11:28 AM
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G.Cl i c lProjects® utt on
=18l x|

7} Express Billing - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help
GBack ~ = - (2 Z | @search  [EFavortes  FMedia $4 ‘ B S = 2D
. j o | Links *

eragencies. org: 8081 jpspfUNDPFSS 1 (EMPLOYEE JERPY/ENTER_ETLLING _INFORMATION.BI_ENTRY X, GEL

Address IE https: ) ffinance-test. partn:

Atla e

Home

(=13
Mew Window | Help

Line List

Bill To: goo12 Pretax amt: oo uUso

UMITED NATIONS DEVELOPMENT @ @ Max Rows: El E @
FROGRAMME
Seq 2 Identifier.Descr: Identifier j'

Unit: Yus1o
Imsoice:  NEXT

Line/Seq:

Pm]ects |Uﬂ

0.000 |[REV J| Projects o+ =]

r 1|—J\100mn J\ I_J 20.7500

Lines to Add: ’71 ll ;I IE

Goto: Tax Accounting DiscountiSurcharge  Motes  Standard Entry Page Series
Summary  Bill Search  Line Search Navigation: Line List =l
Bk add | |4 UpdateiDisplay

B save] ([EdMotity | [ Refresh

Header-Primary | Header-Secondary | Line List

[T [Bwens

1 1CT Website Des... | |<EJ€®N@@EH 11:30 AM

]
il start |J m & @ o @ H @Inbux-MicmsuFt...I #Biling Qui:kStart...”@Express Billing ... Micrusuft Excel

Atlas Billing Team 9
OIST/BOM July 15, 2005



United Nations Development Programme M

Unnlord Natoe Clice lor Proeel Boves

H. Enter thePCBU, Project ID andActivity which arerequired data for successful
posting of expenditures to Glkbher al Ledger

(NOTE: Ensure thata valid Project ID and Activity & authorized by the UNDP
project manageis selected, which would pass budget check.)

3 Erpress Billing - Microsoft Internet Explorer == x|
File Edit Wiew Favorites Tools Help |
GBack ~ = - (2 Z | @search  [EFavortes  FMedia $4 ‘ B S = 2D

fAddress |2_“| https:/ finance-test partneragencies, org:8081 /psp /UNDPFSS 1 JEMPLOYEE ERPjc/ENTER _BILLING _INFORMATION.BI_ENTRY . GBL | @a |Lnks >

Atlagsm-

Mew Window | Help

Projects Information

PC Business Unit: YuGto (G
Project: 00015665 (Y]
Activity ID: ACTMIT QJ
Resource Type: ,7 Ql

Resource Categony: =Y
Resource SubCategory: Ql

0K cancel | | Refresh |

|&] pone ’_ ’_ré_ # Internet
il start |J m & L%l o @ H @Sent Ttems - Microsoft ... | Billing Quick Start Guidem”@EHpress Billing - Micr... @Micrusuft Excel | |<EJ§® N @ @m 12112 FM

For CRUI select UNDP projects
For CREI select Atlas Agency projects
For CRNI select cost recovery projeaith Activity 99
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. Add t he nextinelListdepayei hot hehé ot her

o060 si gn

a Express Billing - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

= Back ~ = - @ ﬁ | @Search EFavnmtes @Media @ ‘ %V é a ;1 @

Address [&] https: ffinance-test partneragencies. org:8081jpsp/UNDPFS5 1 JEMPLOYEE /ERPJc/ENTER_BILLING_INFORMATION.BI_ENTRY 2 GBL

Atlagsm-

Home

Header-Primary Ba LEL Line List

unitt  vUGHD Bl To: 00012 Pretax Amt: 2855 USD
Invoice:  NEXT UNITED NATIONS DEVELOPMENT 1 (B MaxRows: | 20 (¥ [
FROGRAMME

Line/Seq: Seq 2 Identifier.Descr: Identifier 'I

[ Primary

Sel |Seq |Table (Identifier Quantity uomM Unit Price Extended

1o &oooto Q)| 1omo0 Ea @] 207500

j @G0 | Links >

Mew Window | Help

o Naboe Ol Tor Proeel Sonvies

DA

. UNI

= e
e

charg

7 a[p &) [1ono22 Q)| tooon [EA @) 78000 Q| fiects | [
v \/
Linestonae: 1 ] =] B
Goto: Tax Accounting DiscountiSurcharge — Motes Standard Entry Page Series
Summary  Bill Search  Line Search Navigation: Line List | @
B save] ([EdMotity | [ Refresh g- AR Offs Ekadd) [ Update/Display
ty - Deferred Rew Dist
Header-Prirmary | Header-Secondary | Line List Accty - InterUnit Expilny
Accty - InterUnit Payables
Accty - Rev Distribution 1=
Accig - Statistical Info
Acctg - Unhilled AR
Address Info
Courtesy Copy Addr
DisciSurch 2
& isciSurcharge B T
Hstart || (] @ 51 © (O] || [SJtobox - Micrasoft...| Bailing Guick stert...| [ & Express Billing .. [E]Mirosoft Excel [¢HNICEE zaem
7 A
Not e: I n the O6Purchase Order Referenced co

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

Agency Reference numbers etc).
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J. Sel ecLineNote®® 6rom the drop down menu:

icrosoft Internet Explorer

=18l x|

File Edit Wiew Favorites Tools Help |

GBack ~ = - (2 Z | @search  [EFavortes  FMedia $4 ‘ B S = 2D

Rddress IE https:/jfinance-test partneragencies. org:A061 {psp /UNDPFSS 1 EMPLOVEE JERPjc [ENTER_RILLING _INFORMATION.BI_ENTRY 2, GBL

j @G0 | Links >

Atla e

Mew Window | Help

Line List

Unit: YUGI0 Bill To: 00008 Pretax Amt: non Uso
Invoice: 04514 WORLD METEOROLOGICAL Max Rows: 20
ORGANIZATION

Line/Seq: Sed 2 IdentifierDescr: Identifier 'l

1 r al \200010 J| -1.0000 J| 16.0000 -16.00 REV Q]
oz @|zo0010 Q|| 10000 [Ea |@)| 180000 1600 REV | [Q] Praje

Lines to Add: ,71 ll ;I %

Goto: Tax Accounting  DiscountiSurcharge  Motes Standard Entry Page Series
Summary  Bill Search  Line Search Naviaation: Line List j
DisciSurcharge -
—! (B save) (CLRetunto Search | [+ENextinList) (12 ENotity ) (% Re|DisciSurcharge Distribution
~|DisefSurcharge Deferred
Header-Primary | Header-Secondary | Line List Header - NDIB
He "
e ader-Primary .
Header Secondary >
Llne Taiinfo
-| 4] - WAT Info gl _I
Line Li5 -
’_ré_ # Internet
il start |J & 40 [o H |Otnbox - picr... | A RE: uNFRa-.. | I RE: [mpr-fin... | #1Biling quick ... |[&) Express Bill.. |<Ej SNIBEE  asam
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United Nations Development Programme

K. The Line Notes page will appeahere all pertinent information required to
fadlitate the UN agencies in identifying the charge (i.e. ULO numbers, Agency

Reference numbers etc) must be entered

/3 Express Billing - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

= Back ~ = - @ ﬁ | @Search EFavnmtes @Media @ ‘ %V é a ;1 @

60611 {psp/UNDPFSS 1 EMPLOVEE JERPjc [ENTER_RILLING _INFORMATION.BI_ENTRY 2, GBL

j @G0 | Links >

Address IE https: ) ffinance-test. partneragencies. o

Atla e

Home

Mew Window | Help

Line List

Unit: YUG10 Bill To: 00003
WORLD METEOROLOGICAL

Line - Notes

Pretax Amt:

Invoice: 04614

ORGAMNIZATION

2

0.00 Ush
20

Seq Line Identifier Description Met Extended

1 200010 Payirient -16.00

1of 1 Last

" Standard Note Flag Std Note: e 1=
" Internal Only Flag Note Type:  [CUSTNOTE Q]

Note Text
10010-36440-21864-52110/CF03-52011 ;I

Gotor Tax  Accounting  DiscountSurcharge MNotes  Standard Entry
Line Search Navigation: | Line - Mote

= Frev bex |
Brad)

— Summary  Bill Search
B save]  [QReturnto Search | [+E NextinList] (12 Edmetity | [ Refresh |

Header-Primary | Header-Secondary | Line List | Line - Motes

=
[T [Bemens

@ javascriptisubmitAction_winO{dacument wind,'BI_PE_WRK_PROFORMA_PE');
|§@ NDRGE ssm

i#fistart |J a0 H |Otnbox - picr... | A RE: uNFRa-.. | I RE: [mpr-fin... | #1Biling quick ... |[&) Express Bill..
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L.Click t-AR OAtsegdé option from t

/3 Express Billing - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

GBack ~ = - (2 Z | @search  [EFavortes  FMedia $4 ‘ B S = 2D

Address [&] https: ffinance-test partneragencies. org:8081jpsp/UNDPFS5 1 JEMPLOYEE /ERPJc/ENTER_BILLING_INFORMATION.BI_ENTRY 2 GBL | @a |Lnks >

Atlagsm-

Home

Mew Window | Help

Line List

unitt  vUGHD Bl To: 00012 Pretax Amt: 2855 USD
Invoice:  NEXT UNITED NATIONS DEVELOPMENT 1 (B MaxRows: | 20 (¥ [
FROGRAMME

Line/Seq: Seq 2 Identifier.Descr: Identifier 'I

1o &oooto Q)| 1omo0 Ea @] 207500 20750 [REV Q| Proiscts| |+ | [=|

7 a[p &) [1ono22 Q)| tooon [EA @) 78000 760 [REV Q[ Projects| [ | [+ (=]

Lines to Add: ’71 ll ;I IE

Goto: Tax  Accounting  DiscountSurcharge — Notes Standard Entry Page Series
Summary  Bill Search  Line Search Navigati Prev  MNest

B save] ([EdMotity | [ Refresh Ekadd) [ Update/Display
Header-Primary | Header-Secondary | Line List Acety - InterUnit Expliny

Accty - InterUnit Payables

Accty - Rev Distribution 1

Accig - Statistical Info

Acctg - Unhilled AR

Address Info

Courtesy Copy Addr

Disc/Surcharge -
[& ! ’_’_ré_ # Internet
Hstart || (] @ 51 © (O] || [SJtobox - Micrasoft...| Bailing Guick stert...| [ & Express Billing .. [E]Mirosoft Excel [¢HNICEE zaem
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Unilerd Natbore Ol Tor Proeel Sonees

L UNFPZ

M. At HAdctg- AR Offsetbp age, c | i c ko dsplay &l IesAThik 6
refers to the debit side to charge projeEt.in the full and correct chafteld
string. Onlyexpenditure accounts should be entered in the Acctg AR Offset

Back + = - (D “at | Qsearch /@Favor\tes hmedia \@ ‘ B-SeE a9

Address I@ https: ) ffinance-test partneragencigs, org:8081/psp/UNDPFSS 1 JEWPLOYEEJER P/ JENTER_BILLING _INFORMATION.BI_ENTRY ¥, GEL

Mew Window | Help |

Line List Accy - AR Offset

g

Unit: YUGI0 Bill To: oooiz

UNITED MATIONS DEVELOPMBENT
PROGRAMME

Pretax Amt: 2855 UsD

|§| @ Max Rows: ’720 |§| |§|

Invoice:  NEXT

Fing | Wigwe 1

Description Net Extended

Payrnent
Use Line for Distribution
AR Distribution ize | Find | i B Frst (4 1001 V] Last

C
Oper " - e
Code ‘Account Unit Fund DeptiD ‘Pmect Impl Agent  |Donor BU Affiliate | Statistic Amount

& (71120 fl [vuc Q) 26500 @ [sse01 g [poorsees JR joo1esr @ [ooorz Q] Q|
"
. /

Seq Line ldentifier Description Net Extended

3 100022 Vendor Profile only -Atlas Ady 7.80

AR Distribution Customize | Fine

First 1cf1 La:

5t
it

NG
Oper o - er o
Code Account Unit Fund DeptiD Project Impl Agent (Donor BU Affiliate |Fund Affil Unit Affl Stat Statistic Amoun

@ [74525 @ [vuc Q) [os000 @ [sse01 Q@ ooo1sees Q] [potssr @ poo1d Q) =Y all ol e

=
4| | »

& ’7 yilg # Internet
iglstart |J m & L‘Q & @ “ @Inbux = Mlcmsoft...l @El\hng Quick Start...”@Express Billing ... Mlcrosoft Excel |<Ejf@ N @ @ 12:26 PM
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D/ P

N. Cl i clAcctg-Re v 6 Di s t aptiob froin the diop down menu:

< Express Billing - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

Back + = - (D “at | Qsearch [GiFavorkes  (Mediz (4 ‘ B-SeE a9

Address IEhttps:,i,l’ﬁnance-tast.partnaragencias‘org:SDSIJDSDJUNDPFSSI)’EMPLOVEE,iERP,I’c,iENTER?BILLING,INFORMATION.BLENTRY,X‘GBL j @Gu Links >
Atlasw-
(=3
Invoice:  NEXT UNITED NATIONS DEVELOPMENT E B Maxrows: | 20 B =]
FPROGRAMME
Bill Line
Seq Line  Ildentifier Description Net Extended
1 100010 Payment 2075

Bl Creates GL Acct Entries
Bill Line Distribution - Revenue

Code Account Fund DeptiD Project Impl Agent |Donor BU Affiliate |Percentage |Amount

HE @ @ @l @ @[ &l @] Q)] oo | 7

Percent: 100.00 Amount: 2075 Gross Extended: 20.78
—Seq Line Identifier Description Met Extended
2 100032 Wendor Profile only -Atlas Aoy 7.80

Bill Line Distribution - Revenue

Code Account Umtr Fund DeptiD Project Impl Agent  |Donor BU Affiliate |Fund Affil %ﬁfﬁl Percentage |Amount|

[+][=] L < <Y A=V B = Ql & @l e @) e e [

Percent: 100.00 Amount: 7.80 Gross Extended: 7.80
Goto: Tax  Accounting  DiscountSurcharge Motes Standard Entry
Summary  Bill Search  Line Search Navigation: |Acctg - Rev Distribution =
1| | _'I_I

F’ilg # Internet
iﬁstart |J m a @ e @ “ @El\hng QulckStar...”@Express Billing... M\crosoft Excel I @Inbox—wcrosof...l | URGENT: Appllc...l |<I|E@N@@E 2146 PM
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Ut Nabores Cmice Tor Proeel Sonies

O. At fHAdctg- Rév Distributiond6 pdge,k cdOVI EW ALLS6 to di spl
This refers to the credit side to record
This page should contain tkbart fieldscrediting the country office extra
budgetary income, for which distribution codes hagerbset up. Click the

magni fying glass under the 6Coded col umn.

< Express Billing - Microsoft Internet Explorer

8] x]
File Edit Wiew Favorites Tools Help |
Back + = - (D b | Qsearch [GiFavorkes  (Mediz (4 ‘ B-SeE a9
Address I@ https: ) ffinance-test partneragencies, org:8081/psp/UNDPFSS 1 JEMPLOYEEJER P/ JENTER_BILLING _INFORMATION.BI_ENTRY ¥, GEL

At | Q Srinance

Header-Primary eader-Secondary Line List Accty - Rev Distribution
Ba & kL

Unit: ¥UG10 Bill To: ooo12 Pretax Amt: 2855 USD

Invoice:  MEXT UMNITED MATIONS DEVELOFMENT = B MaxRows: 0 3 &

PROGRAMME
Bill Line
Seq Line  Ildentifier Description Het Extended
1 100010 Payment 2075
Bl Creates GL Acct Entries

Bill Line Distribution - Revenue

Customize | Find | iews 21 | 85 First [4] 4
Account 8:;% Fund DeptiD Project Impl Agent |Donor BU Affiliate |Percentage |Amount
I Unit

1 =1 Q)

VY Q Q Q Q 4l Q| 10000 |

Percent: 100.00 N Code (AlL+5)

207

2075 Gross Extended:

2075
—Seq Line Identifier Description Met Extended
2 100032 Wendor Profile only -Atlas Aoy 7.80

Bill Line Distribution - Revenue

S V=V =V = = =V =V == T

Percent: 100.00 Amount:

T.80 Gross Extended: 7.80

=)
4| | »
|@ javascript:submitAction_winD{dacument. wind,'D5T_ID$prompkd0’); ’7 yilg # Internet
iﬁstart |J m a @ e @ “ @El\hng Quick, Star...”@l{xpress Billing... M\crosoft Excel I @Inbox = MlcrosoF...I | URGENT: Appllc...l |<I|E@ N @ @E 2142 PM
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P. Select the distribution code applicable to your country office.

2} Express Billing - Microsoft Internet Explorer =17 x|
File Edit Wiew Favorites Tools Help |
Back + = - (D “at | Qsearch [GiFavorkes  (Mediz (4 ‘ B-SeE a9
Address I@ https: ) ffinance-test partneragencies, org:8081/psp/UNDPFSS 1 JEMPLOYEEJER P/ JENTER_BILLING _INFORMATION.BI_ENTRY ¥, GEL j @Gu Links >

Home

Atlasw-

Mew Window | Help

Look Up Code

SetiD: UNDP1
Revenue Dist Cnde:l begins with j |Y
Effective Date:  |= | [13m7s2005 Bl

LookUp | | Clear | | Cancel | Basic Lookug

Search Results

First 1-2 of2 Last

d 01/011901  ¥YEM XB income far senices
U5 Bl =H 07/011901  ¥YUG B ineorme for services|

& F’ilg # Internet
iﬁstart |J m a L‘Q e @ “ @El\l\ng QulckStar...”@Express Billing... M\crosoft Excel I @Inbox—wcrosof... | URGENT: Appllc...l |<I|E@N@@E 2142 PM
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United Nations Development Programme

Q. The full chart field string derived fromtheptceo n f i gur ed dodae s@ r i but i
will be automatically populatedNo project ID is required for revenue.

] Express Billing - Microsoft Internet Explorer al2lxd

File Edit Wiew Favorites Tools Help |

GBack ~ = - (2 Z | @search  [EFavortes  FMedia $4 ‘ B S = 2D

fddress IEhttps:,i,l’Finance-tEst.partneragencies‘nrg:SDBI,ipsp,iLINDPFSS1;’EMPLOVEEJERP,l’c,iENTER_BILLING_INFORMATION.BI_ENTR‘('_X‘GBL | @a |Lnks >

Atla e

Home
Line List Accty - Rev Distribution il
B E R
Unit: YUG10 Bill To: 0012 Pretax Amt: 28.85 USD
Imice:  NEXT UNITED MATIONS DEVELOPMENT = B uaxRows: n ¥ =
PROGRAMME

Bill Line

Seq Line ldentifier Description Net Extended

1 100010 Payment 2075

Bl Creates GL Acct Entries
Bill Line Distribution - Revenue

. u e
ey - — .
Code Account ‘Unit |Fund |DetID |Pruecl |u... Ar~ant  |Donor BU Affiliate |Percentane |Amoumnt
" S I

(" - vuc_aixe  Q[s4015 Q) [rus @ 11300 Q) [sae01 Q) Ql [on1aa1 Q) Y | Q| 10000 | 307
Percem ol GLossE 4‘{
—Seq Line Identifier Description Net Extended
2 100022 Wendaor Profile only -Atlas Agy 7.80

Bill Line Distribution - Revenue

Code Account 3::“& Fund DeptiD Project Impl Agent  |Donor BU Affiliate |Fund Affil 3:;% il Percentage

| = s Bixe  @lfsaois Q) fvue Q11300 Q) [see01 Q) G joo1as1 & al Ql ol )| 10000

Percent: 100.00 Amount: 7.80 Gross Extended: 7.80
4 | _’l_l
[& ’_ ’_ré_ # Internet

il start |J m & @ o @ H Billing Quick. Star...”@Express Billing... M\crusuft Excel I @Inbux - MicrusUF...I | URGENT: Applic...l |Q|E@ N @ @E 2149 PM
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United Nations Development Programme

T o I

I
L

R.Go to the O6Header Primary6é page and cl
automatically assigned:

osoft Internet Explorer

File Edit Wiew Favorites Tools Help |

GBack ~ = - (2 Z | @search  [EFavortes  FMedia $4 ‘ B S = 2D

Address IE https: ) ffinance-test. partn:

Atla e

eragencies. org: 8081 jpspfUNDPFSS 1 (EMPLOYEE JERPY/ENTER_ETLLING _INFORMATION.BI_ENTRY X, GEL | @a |Lnks >

Header-Primary

Unit:  YUG10  Invoice: Pretax Amt: 2885 USD
,— ’— ¥
Status: NEW Q) wefiCe Dt: El Curr: UsD e

“Type: CRU Q) Source: OMLIME al “Froguency: once vl Installment Bill Schedule

Recurring Bill Schedule
*Customer: (00012 Ql

UMITED MATIONS DEVELOPMENT PROGRAMME Address
SubCust1: SubCust2:

Cycle ID: ,7 ﬂ *Invoice Form: IW ﬂ From Date: ’7 @ To Date: ’7
Pay Terms: IM ﬂ Pay Method: IW ﬂ =] Remit To: W ﬂ Bank Account: W ﬂ
Accty Date: ’— @ Account: W ﬂAR Distribution

sales:  |CONTSP @]  Billinguiry Phone: | Q)

Credit:  |CON Q]  Collect: [con @l Biler | Q| Biling Authorit:| Q)

Goto:  Address  CopyAddress  Motes Standard Entry

Summary Bill Gearch  Line Search Navigation: | H2ader-Frimary
| B save)] [Elnotity |2 Refresh [EAdd | | UpdateiDisplay

Headet-Prirmaty | Header-Secondary | Line List

m

(] B

’_’_ré_ # Internet
il start |J m & @ o @ H #Biling Qui:kStar...”@Express Billing... M\crusuft Excel I @Inbux-MicrUsuF... | URGENT: Applic...l |Q|E®N@@E 2:51 PM
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United Nations Development Programme

S. When the invoice is rely to be finalized, the authorized user should change the
status f r dkByaoladadwith RDY étatus will be picked up by the
Billing batch processes and will be final

I nformati on6, you staiudwill benchanged ftofm RDYtad he | nv o
61 NVo)

/3 Express Billing - Microsoft Internet Explorer

=18] |
File Edit Wiew Favorites Tools Help |
GBack ~ = - (2 Z | @search  [EFavortes  FMedia $4 ‘ B S = 2D i
Address |@ https:jjFinance-test partneragencies org:8061 fpspyUNDPFSS | fEMPLOYEEJERPc [ENTER _BILLING_INFORMATION,BI_ENTRY . GBL | @a |Lnks >

Atla e

Home

Line List

Unit: 04580 Pretax Amt: 28.55 USD
Status: Invoice Dt: El Curr: UsD ¥£'$
*Type: Source: ’W q *Frequency. m 721?:::?”;?:!?;:35:28
*Customer: (00012 Ql
UMITED MATIONS DEVELOPMENT PROGRAMME Address
SubCust1: SubCust2:
Cycle ID: Q] *Invoice Form: CRYSTAL Q)  From Date: [l To Date:
Pay Terms: IM ﬂ Pay Method: IW ﬂ =] Remit To: W ﬂ Bank Account: W ﬂ
Accty Date: ’— @ Account: W ﬂAR Distribution
Sales:  [cONTSF @]  BillInquiry Phone: | Ql
Credit.  |CON Q) collect: CON < Biler | @ Billing Authority: =Y
Goto:  Address  CopyAddress  blotes Standard Entry Page Series
Summare  Bill Search  Line Search Navigation: | Header-Primary [~
¥ = B save] [Eldnotity |2 FRefresh E-I-ﬂ) 2 UpdateiDisplay

Headet-Prirmaty | Header-Secondary | Line List

[ &) javascript:submiaction_win0{document wind, B1_PE_WwRK_BI_CUST_SRCH_PE); RE
il start |J m & @ o @ H #Biling Qui:kStar...”@Express Billing... M\crusuft Excel I @Inbux-MicrUsuF... | URGENT: Applic...l |Q|E®N@@E 2:53 PM
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United Nations Development Programme

UNOPS )

Unnlord Natoe Clice Tor Prowet o

CRN BIll Type:

On tAtdeNewValueb page, enter:

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

I f 6Enter Billing CWwWBDaadtt¢ y@kKbpa&ge appears,

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

.Theinedistd6 page appbdarn n; t hentTarmw |l & col umn
.Click the magni f yildergifiegptomrms i con under t he

. TheUniversal Price (UPL) list tablewill be displayed.Select the price required

On the Line LiQeanttybagé, tbet sertvheedprovi de
Refresh button. This should be updated periodically prior to finalizing the
invoice.

. Click theProjects button. Enter thgour PCBU, your cost recoveryProject 1D

andActivity 99, which arerequired data for successful posting of expenditures
to Gener al Ledger and Projects, then clic

Atlas Billing Team 22
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UNOPS &

United Nations Development Programme

Urnlord Natoe Clice Tor Proeel Boies

H Add t he nextinelListdepayei hot hihcéckipthe er char g
600 si gn.

. Cl i ck t-AROfofAscecttiipnolpit clondéVI EW ALLSG6 to disp
Fill in the full and correcthart fieldstring.

Only expenditure ACCOUNTSshould be entered.
FUND code should be 12000
DEPT ID should be your C@epartment ID

Projectnumber is thesamecost recoveryroject number entereph the
Line List page (Project button).

= =4 =4 -4

J. Cl i c kAcdtghRev Oistribution6 opti on, then click o6VIEW
all lines. This page should contain tteart fieldscredting the country office
extra budgetary income, for which distribution codes have been set up. Click the
magni fying glass under the 6Coded col umn

K. Select the distribution code applicable to your country office. The full chart field
string derived fromheprec onf i gur ed O0Di stri bution Codes
populated.No project ID is required for revenue.

L. Go to the O6Header Primarydé page and click
automatically assigned.

M. When the invoice is ready to be finat, the authorized user should change the
status fr RBIYGOL NE Wbon vtoao cees wi th RDY status

Billing batch processes and will be final
Il nformationd, you wil|l nhanged framR®Ytot he 1 nvo
01 NVo6) .
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UNOPS &)

United Nations Development Programme

Unilord Natores Olics Tor Proeel Soes

. CRE Bill Type:

A. On tAdddNewValued page, enter:
Bill Type Identifier : CRE
Customer. Customer ID number for ATLAS Agencyonly (i.e. UNOPS,
UNFPA, UNFEM, UNCDF)
B.I f 6Enter Billing t&wWEDaenndc yedKépcakged appear s,
(NOTE: Must always be US dollars since the Universal Price List is in USD.)

C.Th tinediist6 page apibéaire;that@&abbe col umn.
D.Click the magni fyilderdgifiegptommns i con under t he

E. TheUniversal Price (UPL) list table will be displayed. ebect the price required.

F.On the Line LiQsanttypagé, tbet esertwvheedprovi de
Refresh button. This should be updated periodically prior to finalizing the
invoice.

T. Click theProjects button. Enter thePCBU, Project ID andActivity which are
required data for successful posting of expenditures to General Ledger and
Projects, then click 6O0OK©G:

(NOTE: Ensure thatthe Project ID and Activity areas auhorized by the Atlas
Agency,which would pas budget check:)
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United Nations Development Programme

e
L e

G.Add the nextinellisthepagyei hot hehé ot her charg
606 si gn

H.Cl i ck t-AROf6fAscecttbighept cloinck o6VI EW ALLS® to d
The Due To/Due From ACCOUNT for the AtlAgiency should default.
(15010=UNCDF; 15020=UNOPS; 15025=UNFPA)

File Edit Wiew Favorites Tools Help |

GBack ~ = - (2 Z | @search  [EFavortes  FMedia $4 ‘ B S = 2D

Home

Accy - AR Offset

B|EE
Unit:  EGY10 Bill To: 10037 Pretax Amt: 20.75 USD
i .
Invoice:  MEXT unFeaNTERUNTEILLNG ) B Max Rows: & =

Seq Line Identifier Description Net Extended
1 100010 Payment 20075
AR Distribution Customize | Find | view 2| First [4] 1011 [F] Last
c oer i i atisti
ode Account TN Fund DeptiD Project Impl Agent (Donor BU Affiliate |Statistic Amount
Q15025 Q) | Q|
N P 4
Gotol Tax  Accounting  DiscountSurcharge Motes  Standard Eniry Page Series
| Summary  Bill Search  Line Search Mavigation; |40t - AR Offset Tl | Prev Mew
[
L B save] [Eldnotity |2 FRefresh [Edd | |2 UpdateiDispl
13
b Header-Primary | Header-Gecandary | Line List | Accd - AR Offzet
[*
L
[2
b -4l |
@ E
il start |J :m & @ [} @ H Billing Quick. Start...”@Express Billing ... Micrusuft Excel - I @Inbux - Microsoft... |4j§® N @ Gm 4146 PM
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United Nations Development Programme

e & 9
L uneea
D P

. Cl i ck t iHneeruditAxpdnc gption andlfin the full and correct chart
field stringas authorized by the Atlas Agency

a. Only expenditure ACCOUNTS should bentered.
b. Projectnumber is thsameAtlas AgencyProject number entereth the
Line List page (Project button).

/3 Express Billing - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help |
GBack ~ = - (2 Z | @search  [EFavortes  FMedia $4 ‘ B S = 2D

fiddress IEhttps:n'ﬁnance-test.partneragensies org:A081 {psp/UNDPFSS 1 EMPLOVEE JERPc [ENTER_RILLING _INFORMATION.BI_ENTRY 2, GBL | @ |Links >

Atla e

Home

New Window | Help

Line List Accty - InterUnit Expilimg

Unit: EGYID Bill To: 10037 Pretax Amt: 2075 UsD

unrPANTERUNTBILLNG 2 ] Max Rows: n EE

Seq Line  Identifier Description Net Extended

1 100010 Payment 2075

Customize | Find | | EE First 1of 1

Fund Deptin Project Impl Agent |Donor BU Affiliate |Stat Amt

Qllrz11o @[ @)[Fraso @] [s1400 @) EGvoarar Q) Peooss Q) [1o0zT @ Q|

G010 Tax  Accounting  DiscountiSurcharge Motes  Standard Entry Page Series
Summary  Bill Search  Line Search Navigation: |CCt0 - InterUnit Expny =l
Bsave] [Elnotity | (2 Refresh ) T Relsted Links| [EAdd ) |2 Update

Header-Primary | Header-Secondary | Line List | Accty - Interlnit Expliny

“[l | 2
=N T

il start |J :m & @ [} @ H Billing Quick Start Guid. .. @Eapress Billing - Mic... Mi:rusuft Excel - BiIIing...I @Inbux - Microsoft Outl, ., I |Q|E &N @ @E 4149 pM
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United Nations Development Programme

J.Click t-het éAonittgg Payablesd option,
the UNDP Due To/Due From ACCOUNT 15005 defaditir all lines.

Express Billing - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help
GBack ~ = - (2 Z | @search  [EFavortes  FMedia $4 ‘ B S = 2D

Rddress IE https:/jfinance-test partneragencies. org:A061 {psp /UNDPFSS 1 EMPLOVEE JERPjc [ENTER_RILLING _INFORMATION.BI_ENTRY 2, GBL

Atla e

j @G0 | Links >

nterUnit Payables

Bill To: 10037 Pretax Amt: 2075 UsD

E & maxrows: 20 B =

UNFPAINTERUNIT BILLING

Seq Line Identifier Description Net Extended
1 100010 Payment 20075
Custormize | Find | i First [4] 10f 1
Fund Deptin Project Impl Agent (Donor BU Affiliate |Stat
Q [15005 & \ Q[
Goto: Tax  Accounting  DiscountSurcharge Motes  Standard Enty 0e Series
Summary  Bill Search  Line Search Mavigation; |#C60 - Interlinit Payables |
[EkAdd | |2 UpdateiDispla

B save] [Eldnotity |2 Fefresh

Header-Primary | Header-Secondary | Line List | Accty - Interlnit Payables

| @

M Kl
’_ ’_ ré_ |4 trtermet

(] B

] & @A O [0 H #]6iling Quick Start Guid... | [ Enpress Billing - Mic... [3]Microsaft Excel - Billng. .| |©]inbox - Microsoft out... | [ NIOTIEE w5z

il start |J
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United Nations Development Programme

Unilerd Natbore Ol Tor Proeel Sonees

K. Cl i c lAcctg-tRev D&tributiond opti on, then click 6VIEW
all lines. This page should contain the cli@ttls crediting the country office
extra budgetary income, for which distribution codegehaeen set up. Click the
magni fying glass under the 6Coded col umn.

L. Select the distribution code applicable to your country office. The full chart field
string derived fromthepre onf i gur ed ODi stri bution Codes
populated.No project ID is required for revenue.

< Express Billing - Microsoft Internet Explorer

18]

File Edit Wiew Favorites Tools Help

Back + = - (D “at | Qsearch [GiFavorkes  (Mediz (4 ‘ B-SeE a9
AddressI@https:,i,l’ﬁnance-tast.partnaragenclas‘org:SDSI,ipsp,iUNDPFSS1)’EMPLOVEEJERP,l’c,iENTER?BILLING,INFORMATION.BI?ENTRY,X‘GBL j @GD Links **

At | Q Spinance

Mew Window | Help

Line List Accty - Rev Distribution

B BB
Unit: EGY1D Bill To: 10037 Pretax Amt: 075 USD
) " 20
Invoice:  MEXT unFPANTERUNTBILLNG 2 ] Max Rows: E =
Bill Line
Seq  Line Identifier Description Net Extended
1 100010 Payment 20,75

Bl Creates GL Acct Entries
Bill Line Distribution - Revenue

Custamize
Oper a q
Code Account Unit Fund DeptiD Project Impl Agent  |Donor BU Affiliate |Percentan

| = [Eov pixe  Q[s4015 Q) [Eav @) 11300 Q44801 Q) Q[ po19s1 Q10037 Q <Y

Percent: 100.00 Amount: 20,75 Gross Extended: 20.75

Goto: Tax  Accounting  DiscountSurcharge Motes — Standard Entry

Page Series
Sumrmary Bill Search Line Search

Navigation: |#cttd - Rev Distribution =l

B save] [Eldnotity |2 Fefresh

Header-Primary | Header-Secondary | Line List | Accty - Rev Distribution

|4l |

i
’7 yilg # Internet
gl start |J m & @ e @ “ @El\hng Quick Start Guid. .. @Express Billing - Mic... Mlcrosuft Excel - Bllllng...I @Inbox - Microsoft Ot ., I |<I|E @ N @ @E 4:53 PM
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United Nations Development Programme

M.Go to the O6Header Pri mary?o

automatically assigned.

UNOPS &

Unnlexd Nabone Olice lor Proeel Sovies

page and click

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

status fr &RBAYOO. NE Won vtoo c e s

Billing batch processes
Il nf or mati ono, you wi ||
61 NVo6) .
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United Nations Development Programme UNOPS@*“V

llllll e Ol Toe Prose

Review BillingInformation
(to review status of bills read only)

Navigation: Billing>Review Billing Information>Details
Enter: Business Unit and Invoice Number

Header- Info 1 will be displayed

UNOPS &8

United Nations Development Programme

Atlas Billing Team
OIST/BOM

(lexH

.m oo o
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