Cal

One state. One system.

InterUnit Invoice Portal

Version: 1.0 Created: 9/23/2022

Purpose

This job aid provides both billed and billing state departments with instructions on how
to access, review and print invoices in the FI$Cal InterUnit Invoice Portal and how the
billing departments must modify their customers’ setup to use this portal.

Prior to the development of the InterUnit Invoice Portal, Department of General Services
(DGS) has maintained a web portal service to allow billed departments to review and
print the invoices charged to them by DGS. With the InterUnit Invoice Portal, FI$Cal and
Non-FI$Cal departments can access and retrieve the same information as previously
obtained from the DGS web portal.

InterUnit Invoice Portal can display all the interunit (department to department) billings
statewide, even if billed department is not part of FI$Cal. All FI$Cal billing departments
can leverage this functionality to display their interunit invoices in this portal. In order to
do so, the billing departments must first modify their customers’ setup to meet the
requirements for the invoice portal.
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Target Audience
FI$Cal and Non-FI$Cal departmental users who have the following roles:

e Interunit Billed Processor (for departments that receive invoices from other
departments)

e Interunit Billing Processor (for departments that bill other departments)
e BI Processor
e BI/AR Approver
e BI/AR Confidential User
Key Points

Two new inquiry pages have been developed in the FI$Cal menu for the InterUnit
Invoice Portal to accommodate different users’ needs. One inquiry page for billed
departments and one inquiry page for billing departments. The default inquiry on each
page allows the user to search for one billed department at a time for their invoices for
the last 180 days. Besides displaying the last 180 days of all invoices based on the
invoice date, all open invoices regardless of age are also shown in the search results.

Billed Department Inquiry on InterUnit Invoices

This page is for the billed departments to inquire on invoices that have been billed to
them in the last 180 days. They inquire using their Customer Account Numbers (CANS)
that have been set up by DGS or Customer ID numbers set up by other billing
departments. If no search criteria are entered, the search results will return all invoices
billed to them in the last 180 days based on the invoice date on file. The user can enter
additional search criteria to narrow down the search results. Invoices can be searched
by the billed department’s active ‘Customer Number’, ‘Invoice From’ and ‘Invoice To’
dates, ‘'SCO Document Number’, ‘Agreement Number’, ‘Invoice Number’ and/or ‘Bill
Type Identifier’. This page was designed for the users to print or save the invoices in
PDF format.

Billing Department Inquiry on InterUnit Invoices

This page is for the billing departments to inquire on all invoices that they have billed to
other departments for the last 180 days. They inquire using the CANs if department is
DGS or Customer ID numbers for all other billing departments searching for one billed
department at a time. If no search criteria is entered, the search results will return all
invoices that they have billed to a specific department in the last 180 days based on
invoice date on file. The user can enter additional search criteria to narrow down the
search results. Invoices can be searched by the billed department’s active ‘Customer
Number’, ‘Invoice From’ and ‘Invoice To’ dates, ‘SCO Document Number’, ‘Agreement

FISCal.520 — InterUnit Invoice Portal, Version 1.0
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Number’, ‘Invoice Number’ and/or ‘Bill Type Identifier'. This page was designed for the
users to print or save the invoices in PDF format.

Prerequisites

e The Departmental Authority or Designee (DAD) must request the new Interunit
Billed Processor and/or Interunit Billing Processor roles for this process for
the appropriate staff.

e The billing departments must first modify their customers’ setup before their billed
customer invoices will display on the portal. See Part 3 below for details.

Part 1 — Billed Department Inquiry on InterUnit Invoices

Billed Department Inquiry on InterUnit Invoices:

Billed departments will use this page to inquire on all of their CANs if billed by DGS or
Customer ID numbers for all other billing departments. If no search criteria are entered,
the search results will return all open invoices and all invoices billed to them in the last
180 days based on the invoice date. The user can enter additional search criteria to
narrow down the search results. Invoices can be searched by the billed department’s
active ‘Customer Number’, ‘Invoice From’ and ‘Invoice To’ dates, ‘SCO Document
Number’, ‘Agreement Number’, ‘Invoice Number’ and/or ‘Bill Type Identifier’. This page
was designed for the users to print or save the invoices in PDF format.

Steps | Description

1 The departmental user with the Interunit Billed Processor role logs into
FI$Cal to access the Billed Department Inquiry page.

Navigation: Main Menu > FI$Cal Processes > FI$Cal Extensions > AR >
InterUnit Invoice Portal > Billed Department Inquiry

Favorites » Main Menu = » FI3Cal Processes» > FISCal Extension~ > AR~ > InterUnit Invoice Porial + > Billed Depariment Inquiry

Billed Department Inquiry

Add a New Value

Billed Department Q
Billing Business Unit Q

Add

FISCal.520 — InterUnit Invoice Portal, Version 1.0 3
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Steps

Description

Enter billed department BU number and billing department BU number.
Click Add

Favorites « Main Menu ~ > FISCal Processes» > FISCalExtension~ > AR~ > InterUnitinvoice Portal» > Billed Department Inquiry

Billed Department Inquiry

Add a New Value

Billed Department 3790  |Q_
Billing Business Unit 7760  |Q

Add

To narrow the search on the Billed Department Inquiry page, enter any of the
following fields:
e Customer Number
Invoice From Date (up to 180 days prior to the current date)
Invoice To Date (required field if Invoice From Date is entered)
SCO Document Number
Agreement Number
Invoice Number
Bill Type Identifier

Otherwise, leave these fields blank and click Search.

Favorites » Main Menu + > FI§CalProcesses» > FI$CalExtension» > AR« > InterUnitinvoice Portal+ > Billed Department Inquiry

Billed Department Inquire

Billed Department 3790 Dept of Parks & Recreation
“*Billling Department 7760 |Q  Department of General Services
Customer Q

Invoice Date From ) Agreement Number
Invoice Date To L Invoice

SCO Document Number Bill Type Identifier Q

Search

Search results include all open invoices. Closed invoices are limited to the last 188 days.

List Of Invoices
Customer ID Customer Name SCO Document Number SCO Document Date Invoice Number  Invoice Date Bill Type  Invoice From Date  Invoice To Date  Invoice Amount
1 0.000

The inquiry results display invoices for the billed department where the billing
department’s Invoice Date falls between the requested ‘Invoice Date From’
and ‘Invoice Date To'.

FISCal.520 — InterUnit Invoice Portal, Version 1.0
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Steps | Description

Favorites v Main Menu » > FISCalProcesses~ > Fi$CalExtensionv > AR~ > InterUnitinvoice Portal+ > Billed Department Inquiry

Billed Department Inquire

Billed Department 3790 Dept of Parks & Recreation

*Billling Department 7760 @, Depariment of General Services

Customer 053073 Q

Invoice Date From 05/01/2022 [ Agreement Number

Invoice Date To 05/31/2022 |5y Invoice

SCC Document Number Bill Type Identifier Q
Search

Search results include all open invoices. Closed invoices are limited to the last 186 days.

List Of Invoices

Customer ID Customer Name SCO Document Number SCO D Date Invoice Number Bill Type  Invoice From Date  Invoice To Date
1 053073 PARKS & RECREATION FGS2122071 08/21/2022 0000001445361 05/04/2022 D43 05/01/2022 05/31/2022
2 053073 PARKS & RECREATION FGS2122071 06/21/2022 0000001452585 05/31/2022 ES4 05/01/2022 05/31/2022
3 053073 PARKS & RECREATION FGS2222435 07/20/2022 0000001453824) 05/31/2022 C16 05/01/2022 05/31/2022
4 053073 PARKS & RECREATION FGS2222435 07/20/2022 0000001455699 D36 05/01/2022 05/31/2022
4 This screen shows the inquiry results at reduced size to view the entire report

in one screen, specifically the ‘Print in PDF’ button in the far right column.
Also useful is the ‘spreadsheet icon’ which gives the user an option to export
the inquiry results to an Excel file.

Favoresv | MainMenus > > v > ARv » Portal v > Biled Department Inquiry

Biled Department Inquire

Billed Department Deptof Parks & R

a o

*Billing Department

Customer
Invoice Date From C] Agreement Number
Invoice Date To ) Invoice

SCO Document Number, Bill Type Identifier @

Search

4 14004 b Last

Print i POF
Print in POF

am%0 0032372, 1661040 o000] Pt FOF

0000] Pt POF

PARKS & RE ars0 00327416 541680 o000] Prntin POF

Print and/or save the resulting PDF copies of the invoices and the Excel
spreadsheet of the invoices.

Log out of FI$Cal.
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Part 2 — Billing Department Inquiry on InterUnit Invoices

Billing Department Inquiry on InterUnit Invoices

Billing departments can inquire on all of their CANs if DGS or Customer ID numbers for
all other billing departments for one selected billed department at a time. If no search
criteria are entered, the search results will return all open invoices and all billed invoices
in the last 180 days based on invoice date. The user can enter additional search criteria
to narrow down the search results. Invoices can be searched by the billed department’s
active ‘Customer Number’, ‘Invoice From’ and ‘Invoice To’ dates, ‘SCO Document
Number’, ‘Agreement Number’, ‘Invoice Number’ and/or ‘Bill Type Identifier’. This page
was designed for the users to print or save the invoices in PDF format.

Steps | Description

1 The departmental user with the Interunit Billing Processor role logs into
FI$Cal to access the Billing Department Inquiry page.

Navigation: Main Menu > FI$Cal Processes > FI$Cal Extensions > AR >
InterUnit Invoice Portal > Billing Department Inquiry

Favorites v Main Menu « > FISCal Processes~» > FISCalExtensionv > AR~ > InterUnit Invoice Portal + > Billing Department Inquiry

Billing Department Inquiry

Add a New Value

Billing Business Unit Q
Billed Department Q

Add

Enter Billing department BU number and Billed department BU number.
Click Add

Favorites v Main Menu « > FISCal Processes» > FISCalExtension» > AR~ > InterUnitinvoice Portal+ > Billing Department Inquiry

Billing Department Inquiry

Add a New Value

Billing Business Unit 7760 Q
Billed Department|3540 |Q

Add
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Steps | Description

2 To narrow the search on the Billed Department Inquiry page, enter any of the

following fields:
e Customer Number

SCO Document Number
e Agreement Number
e Invoice Number
e Bill Type Identifier

Otherwise, leave these fields blank and click Search.

¢ Invoice From Date (up to 180 days prior to the current date)
¢ Invoice To Date (required field if Invoice From Date is entered)
[ ]

Billing Department Inquire

List Of Invoices

Billing Department 7760 Department of General Services

*Billed Department 3540 0, CALFIRE

Customer (&}

Invoice Date From 050172022 |[&j Agreement Number

Invoice Date To 0573172022 |5 Invoice

SCO Document Number Bill Type Identifier Q

Search

Search results include all open invoices. {losed invoices are limited to the last 188

days.

Customer ID Customer Name SC0 Document Number SCO Document Date  Invoice Number

Favorites = Main Menu « » FISCal Processes» > FISCalExtension+ > ARw- >  InterUnit Invoice Portal = > Billing Department Inquiry

Invoice Date Bill Type Invoice From Date  Inw|

3 The example inquiry results display invoices for the billed department where

Date From’ and ‘Invoice Date To'.

FISCal.520 — InterUnit Invoice Portal, Version 1.0
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Steps

Description

Favorites ~

Main Menu ~

> FISCal Processes v > FISCal Extensionv > ARw >

InterUnit Invoice Portal v > Billing Department Inquiry

Billing Department Inquire

Billing Department 7760 Department of General Services
*Billed Department 3540 Q CALFIRE
Customer Q

Invoice Date From

Invoice Date To

05/01/2022 |y
05312022 |iy

Agreement Number

Invoice

SCO Document Number

Bill Type Identifier

Search

Search results include all open invoices. s are limited to the last 180

days.

List Of Invoices

Customer ID Customer Name SCO Document Number SCO Document Date  Invoice Number

| oice Datcl Bill Type Invoice From Date Invoice To Date Invoice Amount

1013001 FORESTRYARRE | raeo1z10m 0612112022 0000001445201] 050412022 | D43 05/01/2022 05/312022 85.000
2 013001 FORESTRY&FIRE  Fos2222204 077202022 0000001454791) 0513112022 | c16 05/01/2022 0513172022 53340
3 013001 FORESIRY&FIRE | rae2722004 0712012022 0000001455156} 053112022 | D57 05/01/2022 05/312022 32295 620
4 013001 FORESTRY&FIRE  rGs2222004 0772012022 0000001456112| 0513172022 | D57 02/01/2022 0212812022 494100
5 013001 FoaEn RV &FIRE | £a52222204 0772012022 0000001456318]05/31/2022 | A41 0570112022 053172022 366.000
6 013002 EORFIRLENRE  ireszizue 062172022 0000001445516|05/042022 | D43 05/01/2022 0513172022 140.000
7 013003 FORESTRYSFIRE  |rosziziea 062172022 0000001445515|05/04/2022 | D43 05/01/2022 0513172022 1095.000
8 013003 FORESTRY&RIRE  irosziztee 062172022 0000001450605 05/31/2022 | D57 0410172022 0413012022 130.000
9 013003 PORCSTRYARAE  Iraosroiam 062112022 0000001452612| 05/31/2022 | E54 051012022 0513112022 106.200
10 013003 FORESTRY&FIRE  rG52222004 0772012022 0000001455157|05/31/2022 | D57 0510172022 051312022 30.000

This screen shows the inquiry results at reduced size to view the entire report
in one screen, specifically the ‘Print in PDF’ button in the far right column.
Also useful is the ‘spreadsheet icon’ which gives the user an option to export
the inquiry results to an Excel file.

Favorites ~ Main Menu ~ > FISCal Processes » > sion~ > AR~ » Portal v » Inquiry
Billing Department Inquire
Biling Department 7760 Department of General Servies
“Bioa Dopartmont 3540 ]Q CALFIRE
stomar
Agreoment Humber
toweice
SO Docamon: WamoeT i Typo ot Q

Searcn

Search results include all open invoices. are Limited to

List Of Invoices Personalize | Find | View 100 | &0 Fist (4 12101275 . Last

Customer®  CustomerMame  SCODocumentNumber  SCODocument Date invoce Number | ivoice D] 5 Typs nvoics From Date  voice o Date Invosce Amount Apreement Number A7 BN voener i werchanaise mount  aance || paninp0r
tom  FORESTRYAFIRE  rogpipi03 os212022 ovoooorassz0rfosoazozz Jous  osowazz  osai0zz 85000 3840 00350017 5.000 0.000 | Fintin FOF
2 013001 o “FRE resazaze 07202022 0000001454701 053172022 | 16 0510172022 05312022 53340 3540 00358055 52340 s3340] printin PDF
somoor  CORESTRYEFIRE  rosonpoz0 orrzoz022 ovooontassisfossizozz Jost  osowozz om0z 32205620 3540 00358166 32205620 32295620 | Printin POF
som  FORESTRYAFIRE  pagziranes 702022 ovooootase1izfossuzozz JosT  omowazz  oasmozz 434100 3540 00358188 434100 494.100 | Printin POF
somoor  ORSSTRYEFRE  regomny 07202022 ooooootaseefosnuzezz | asr 0sov22  0sB12022 366.000 2540 00358108 36000 366000 Puntin PDF
sonoz  FORESTRYAFIRE  rosprzian 06212022 ooooootadssiefosazozz |43 osowez  0sB1022 140,000 3540 00350043 140,000 0.000 | Printin PDF
7o CORESTRYAFRE  posaiaiens 08212022 ooooontaassisfosoazozr Joar  osowao2z  osa12022 1095000 3540 00350042 1095.000 0000 | Prntin PDF
o [ORESTRYAFRE  cocyuniony sz wosorssoscefusaz o7 ooz oanoanzz 00 0 - oo oom| pintinpor
gonws  FORESTRYEFIRE  roagprzien 0612112022 ooooontaszetfosrsuzozs | ese osi0v2022 05312022 106290 3540 00350296 106.290 0.000 | Printin PDF

o003 CORESTRVAFIRE  cagrnanz04 07202022 ovooootassisrfossuaoos JosT  osowaoz  osai022 30,000 3540 00358167 0000 30000 | Fintin POF
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Steps | Description

Print and/or save the resulting PDF copies of the invoices and the Excel
spreadsheet of the invoices.

Log out of FI$Cal.

Part 3 — Billing Departments Customers’ Setup Modification

Billing Departments Customer Setup for InterUnit Invoices

All FI$Cal billing departments must first modify their state department customers’ setup
to meet the requirements for the invoice portal. There is a tab under customers’ General
Information page that has a field that must be completed to identify the customer’s
Business Unit (BU) in order for the invoice data to be populated on the interface file and
interface invoice portal.

Steps | Description

1 Departmental user with a role to set up/modify customers (such as Bl
Processor, BI/AR Approver and BI/AR Confidential User) logs into FI$Cal to
access the Customer General Information page.

Navigation: Main Menu > Customers > Customer Information > General
Information

FISCal.520 — InterUnit Invoice Portal, Version 1.0 9
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Steps | Description

Favorites « Main Menu + > Customers» > Customer Information v > General Information

General Information

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

Find an Existing Value Add a New Value

Search Criteria

*SetlD| = v |
Customer ID @|
Name 1| begins with v |
Name 2[begins with -
Telephone@/
City[ begins with v |
State| begins with v |
Postal Code| begins with v |

O Include History (J correct History (D case Sensitive

pelye

@
Search Clear Basic Search & Save Search Criteria

Find an Existing Value | Add a New Value

2 Enter billing department’s BU number (if not already displayed).
Enter Customer ID number if known or look up Customer ID using search
criteria to narrow list to state departmental customers.

FISCal.520 — InterUnit Invoice Portal, Version 1.0
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Steps | Description

General Information

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

| Find an Existing Value | Add a New Value

Look Up Customer ID x
|  search Criteria Help «
SetlD 3540
[3540 ]q Customer ID| begins with v | 34%
Customer ID[begins with w || [<% Name 1
Name 1| begins with v || | Telephone [ begins with v |
Name 2 begins with v | | Gity[begins with |
begnswith v | State| begins with v
Gity[ begins with v | | Postal Code/ begins with v |

State| begins with v || |
Postal Code[beginswith v) | Look Up Clear Cancel | Basic Lookup

Uinclude History L Correct History U Case Sensitl 5.5ch Resuits

View 100 First (4 1-1860f186 (b Last
Basic Search E!’ Save Search Customer D Name 1 Telephone City State Postal Code
340000000000 EMERGENGY MGMT AGENCY (blank)  MATHER CA 95655
340000000010 DEPT OF PARKS & RECREA (blank) ~ AUBURN CA 95603
340000000050 DEPT OF PARKS & RECREA (blank)  ARNOLD CA 95223
340000000100 CAL TRANS , LAKEPORT (blank) EUREKA CA 95502
Find an Existing Value | Add a New Value 340000000700 CAAIR RESOURCES BOARD (blank) SACRAMENTO CA 95812
340000001000 CALIFORNIA CONSERVATION CORPS. (blank)  SACRAMENTO CA 95816
340000001100 DEPT OF CONSERVATION CA GEOLOGICAL SURV. (blank) ~ SACRAMENTO CA 95814
340000001110 DEPT OF CONSERVATION TECH SERVICES DIV (blank) SACRAMENTO CA 95814
340000001120 DEPT OF CONSERVATION (blank)  SACRAMENTO CA 95814
340000001200 DEPT OF CORRECTIONS & REHAB (blank)  LITCHFIELD CA 96117
340000001250 CDCR (blank)  EL CENTRO CA 92244

Choose or enter the Customer ID number to be modified and click Search.

FISCal.520 — InterUnit Invoice Portal, Version 1.0
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Steps | Description

Favorites » Main Menu > Customers» > CustomerInformation~ > General Information

General Information

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

Find an Existing Value Add a New Value

Search Criteria

*SetiD[= V] 3540 (

Customer ID[begins with v |[340000000010 (
Name 1
Name 2[ begins with v |
Telephene| begins with v |
City[ begins with v |
State[begins with v |
Postal Code| begins with v |

[Jinclude History [ Correct History [ Case Sensitive

20

=0 )
Search Clear | Basic Search @ Save Search Crteria

Find an Existing Value | Add a New Value

3 On General Info tab, scroll down to the bottom and click Correct History
button. Then scroll back up, click General Info Links dropdown menu and
select User Defined option.
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Steps | Description

Farvorites - Main Menu = » Cusiomers = » Cusiomer indemation = +  Gemenl Information

Genaral Info Bill To Opéions Ship To Opians Sgid To Options

$etD 3540 Customer I 340000000010 |zsneral into Linka e |
S e — O Err—a
“Dabe sodea |050132008 | *Since (05122008 5] “Type O 5
*Hums 1 [DEPT OF PARKS & RECRIA =gnodt Name [DEPT
Mams 2
Cumency Cade |USD < Rafe Type CRANT a,

Roles
& g To customer B corespongsncs Customer
Bill Ta Seleciion Compspondence Seleciior

Ship Ta
B saie To Custamer
Said Tea Beleticar . o
) Broker Cusdcmer Caneglkdation Customer Coneolidation Businass Unit
indiirect Custamar - Grants Managament Spensar

Federal Attributes
_ Faosral CUROTET Traging Partnar Coae Dlabursing OMce

Appropristion Symbol Mot Required for Relmbursable Agreemants

Support Teams Personciize | Find | View A1 | (21 [ Fost 4 1001
Team Coade Cofautt Desarizdian
TEAN A Suppoet Tear ¥ [=]
Address Locations Fined | View A Fist (4 1001 b Les
+] =]
“Lgestion 1 El To & primary Broker Erimary
— Bsp e 8 primary Indirect Primary
Ciaeriplicn] B L WS ADDRESS Soid To & Primary B correspondence Addreas
RFIC Enakled WAT Dedsub VAT Service Treatment Setup
Address Details Find | Viear & Fr 4 1001
*]|=]
“EMeciing Date| 0512200 = ginbun [Actem b
Tax Coté a, Languags Coda [Crgiah |
Pivysical Matars [ i Whera Parformed [ |
Alternate Hame 1 Altermate Name 2
Country [USA |, United States
Agaress 1 111Fim 5
ADArass 2 S 1004 View Phone Informstioe
Ardrass 3
AUBLRN
oty In City Limit
County a, Postal 35603
sats [ ac
General Info Links [ Mam W
3 Rolum io S =] Previousin List | [4F] Mesdin Lisi = Moty ||&3 Refresh b Add C 2l lInchude History

4 On the User Defined Fields tab, go to Billed BU (Cust Char10 D) field and
enter the billed department’s BU number (in the example, the billed
department is Department of Parks and Recreation, BU 3790). This is a
required field for all billing departments to inqure on all interunit
invoices on the invoice portal.

Click SAVE to update the customer information.

FISCal.520 — InterUnit Invoice Portal, Version 1.0
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Steps | Description

Favorites = Main Menu ~ > Customers ~ > Customer Information~ > General Information

General Info Bill To Options Ship To Options Sold To Options User Defined Fields
SetlD 3540 Customer ID 340000000010 DEPT OF PARKS & RECREA
Cust Char30 A 340000000010 Bankruptcy [
Cust Char30 B Cust Char1 B
Cust Char30 C CustChart C
Cust Char30 D Cust Char1 D
CustChar1i0 A Cust Char2
CustChari0 B Cust Char4
CustChar10 C Cust Charé
Billed BU (Cust Char10 D) 3790 Q Cust Charg
CustN123A Cust Nbri5 A
CustN123B CustNbr15B
CustN123C Cust Nbri5C
CustN123D Cust Nbri5D
General Info General Info Links: |..More v
| Save |L1.'* Return to Search 1= Previous in List 45 Nextin List =] Notify ||&> Refresh [Es Add #1 Update/Display )sj Include History 7 C

Log out of FI$Cal.
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Appendix

Key Words

N/A
Definitions

N/A
Reference Materials

N/A
Revision Table

Date Version | Update Description
9/23/2022 1.0 Initial Version
Contacts

For questions about this job aid, please contact the FI$Cal Client Training Section at
FiscalLearningCenter@fiscal.ca.gov.
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