ﬁ FINANCE AND OPERATIONS
MLJNC Finance

Training Manual

Bill Presentation

Purpose: To view charges from billing areas that use the Bill Presentation system.

Secu rity Access Requirement: Access is based on the business units you have security to
see in ConnectCarolina. Contact your department’s Access Request Coordinator (ARC) if you have
questions about access.

Prerequisites: None.

Find Help: Call 919-962-HELP and the issue will be routed appropriately.
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1. Signin to connectcarolina.unc.edu using your Onyen and password.

2. Make sure that you have selected Admin WorkCenter.

3. Inthe Admin Work Center Links tile click on Bill Presentation.

Result: The filter screen will open, displaying the Business Units you have access to, based on your
ConnectCarolina security. If you do not have access to any units, the system will display a message
indicating that you cannot run the search report. You will however still be able to access the Business
Contact and Business Website pages.

Note: ConnectCarolina data is updated nightly to the Bill Presentation tables providing the Dept IDs you
are able to access based on your Onyen.
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https://pa.cc.unc.edu/psp/paprd/EMPLOYEE/EMPL/h/?tab=NC_REDIRECT&TargetPage=PortalHome
https://connectcarolina.unc.edu

Setting Search Parameters

1. Billing Areas: You can specify which areas you want to include by selecting them from the list. If you
do not make any selections, the search will be for all. You can also select multiple areas at the by
holding down the “Shift” or “Ctrl” keys as you can in Excel.

2. Click Add. Your selection will move to the Selected Billing Area box.

Billing Area(s): Selected Billing Area:
ENTErErISe Rental Car

Enyvironmant Haalth and Sofan,
L al 2
Facilities
— r |
= Facites - Lapital Frojects
Faculty Benefits Administration - -
Friday Center CEU
Friday Center Conference Center
GSHIP
Business Unit(s): Acct Period Billing Range:
UNCCH

From: Period 2: Aug 2019 To: Period 2: Aug 2019

3. Business Units: Select one business unit at a time from the dropdown box. If there is only one
choice, then it will default to that single business unit.

4. Acct Period Billing Range: Use the drop-down buttons to select the date range.

Note: The Year field indicates the calendar year, not the fiscal year.

[Business Unit(s): Acct Period Billing Range:

‘UNCCH - From: |Period 2: Aug 2015 To: Period 2: Aug 2015
' 4 Note: | Period 1- July ‘ear not the Fiscal Year
Period 2: Aug
Additional Filters: Searc .
Period 3- Sept
Department Id
Period 4: Oct
Fund
Period 5: Nov
Source
. Period 6: Dec
Project Id
Period 7: Jan
Program
Cost Code 1
Cost Code 2 = .
Cost Code 3

Run Report
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5. Additional filters: Searches may also be done by Department Id, Fund, Source, Project Id, Program,
Cost Codel, Cost Code2, and/or Cost Code3. You can either create a list of items, search by a range
of items or do a wildcard search.

Notes:
e If you are doing a wildcard search for any of the Additional Filters substitute a % for one or more
characters — ex. 201% or %2480%.
e If you are searching by Department Id and enter an Id for which you do not have access you will
receive a message in the report, and it will not be included in your list.

6. When you have selected and added your filters, click the Save button.

Additional Filters: Dept Id: Search Parameters:
Department Id List '231110" Dept Id
Fund l:l
Source ' Range
Project Id Wildcard
Program Save Cancel
Cost Code 1
Cost Code 2

Cost Code 3
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Creating the Report

1. When you have entered and saved the report parameters, click Run Report.

Additional Filters: Search Parameters:

v |Department Id '231110' Dept Id
Fund
Source
Project Id
Program
Cost Code 1
Cost Code 2
Cost Code 3 r

Run Report

Result: The system displays the transaction that fit the search criteria. If you included in a department
range or wild card search a department for which you do not have access, you will receive a message on
the screen.

2. You can sort by any column by selecting the drop-down options from the column header.

Note on Chartfield String Changes

If a chartfield string is modified in Customer Billing Management and the new string doesn’t pass budget
check or chartfield check (“combo edit check”), Customer Billing Management replaces the modified
string with a default chartfield string when posting to ConnectCarolina, and YES will appear in the CFS
Change column to mark the affected transaction. To view the change details, click the YES indicator.

neters
Billing_Areas
HIETERS W Return to Search Screen
0 Dept 1d
1/2015 Date Range :
|
5 22934 nzreos | 1 39.95 EA $39.95 Carclina Dining ... Beach Cafe  Anesthesio... ! |
B 22910 7N6/2015 | 1 1531.25 EA $1.531.25 Carolina Dining ... Rams Head  Office of St...
] 71720 8/17/2015 | 1 262.52 EA $262.52 Machine R1022... MACHINE D...
JA N1 BYNFFERND ' £U_3DIEA »2u 36 Machine R1097... smithtg
Original Chartfield String * 130 Machine R1088.. MACHINE D...

1130 Machine R1080... MACHINE D...

Error Msg: OSR-GL_JOURNAL-E2-No Budget Exists-524800 | e b | Dl [ YES
| 20 Machine R1146... MACHINED... !
Hide
/)0 Machine R1056... MACHINE D...
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If you export the affected transactions to Excel, the original chartfield string and the corresponding error
message will be displayed along with the default chartfield string that was substituted in.

1 CFS Changed Business Unit Fund Sourn
44606 UNCCH 25210 451
35105 UNCCH;25201;49000;527420;424001;;;;;;;:OSR_PAR-GL_JOURMAL-E2-No Budget Exists-500100 UNCCH 27110 141
50111 UNCCH 25210 450
5105 UNCCH 27110 141
5105 UNCCH 27110 141
5105 | UNCCH 27110 141

Viewing and Exporting Invoices

After you have created your online report, you have several options for viewing and exporting the
invoices.

1. You can view invoice details by clicking on the number located in the Invoice Number Column.
2. To open a PDF of an invoice, select ImageNow.

3. You can export your report to Excel by selecting the Export to Excel button.

Search
parameters
'FSB' Billing_Area —
i it b, M J Return to Search Screen
8/01/2019 to 8/31/2019 Date Range
FSE  8/1/20C 387653 ImageNow 7/3/2019 | 1 2.7 EA $2.70 M ELECTRICAL 2C LOW V... 20007613 ..
FSB  8/1/2019 387653 ImageNow 7/3/2019 | = - 4.5 60 $270.00 L ELECTRICAL (507) ELEC... 20007613 ..
FSB  8/1/2019 387652 ImageNow  7/1/2019 | - 1 6.7 PK $6.70 M ELECTRICAL TIE, CABLE,... 20007613 .
FSB  8/1/2019 387€ ImageNow f10/2019 | - 0.5 59 $29.50 L VEHICLE REPAIR (423) FACL... 20008279 ..
FSE  8/1/2019 387653 ImageMow 7-/31’201 9 | 1 047 EA $0.47 M ELECTRICAL 4-11/16"S. 20007613
FSB  8/1/2019 387653 ImageNow 7/2/2019 | = - 5 60 $300.00 L ELECTRICAL (507) ELEC... 20007613 ..
FSB  8/1/2019 387653 ImageNow 7/3/2019 | 1 2.04 EA $2.04 M ELECTRICAL 4-11/16"S... 20007613 ..
4. In the pop-up window at the bottom of your screen, select Open or Save to access the Excel file.
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Creating a Pivot Table in Excel

Excel Pivot Tables can help you organize and sort the information you exported from Bill Presentation. To
create a Pivot Table in Excel:

1. Select all data by clicking the triangle in the upper left-hand corner of the spread sheet.

2. Select Insert on the ribbon at the top of your screen.

3. Select Pivot Table.

Fila Home H ayout ~ Formulas  Data  Review  View  Help  Acrobat
=] =] 5 N T2 SmartArt 4 i H]? |:|:[:|v [HV Ilm]uv Cd F‘ y [ F‘
E.P E E E‘@ r@ tf@‘} @ £ Screenshot~ H Get Add-ins Nee - e @ DE[D | E jﬂ ]1 :? E
PivotTable mmended Table | Pictures Online Shapes lcons 3D )My Add-ins + Recommended an. . Maps PivotChart Line  Column Win/ Slicer Tim
ables Pictures Madels ~ Ca Charts 'é) L v v Loss
JIES lllustrations Add-ins Charts rl Tours Sparklines Filters
Al W fe | BillingArea
| A A B C D E F G H | J K L M N 0 p Q R S
i :nlingAre BillDate  Invoice NiTrans Date PID/Onye Units Bille Unit Price UOM Total Desc1 Desc2 Desc3 Desc4  CFSChangBusiness LFund Source  Account Deptld
2 |FSB 9/23/2019 391213 9/6/2019 - 1 5.46 EA 5.46 M EQUIPN Battery; 3'20032173 ( UNCCH 21101 13105 524110 450181
3 |FSB 9/23/2019 390223 9/18/2019 ----- 2 186.97 EA 373.94 M FIRE AL BATTERY; 20033524 UNCCH 20180 12001 524110 245302
4 |FSB 9/23/2019 389975 9/10/2019 8952-3171 0.5 60 30 L BURGLAI (504) ACCI 20006163 UNCCH 29519 19021 524110 239910
5 |FSB 9/23/2019 390232 8/28/2019 7150-504 2 17.95 EA 35.9/M HARDW LUBE; LP-120017499 UNCCH 20180 12001 524110 245320
6 |FSB 9/23/2019 390252 9/4/2019 - 1 13.19 PR 13.19 M ADMINIGLOVE - M 55245501 ! UNCCH 20180 12001 532410 245501
7 |FSB 9/23/2019 389750  9/9/2019 - 2 3.6 7.2 MKEYS  CUT CONV 20033019 | UNCCH 29515 19022 524110 211110
3 |FSB 9/23/2019 390950 8/28/2019 KARK 1 17.82 EA 17.82 M SHEET NFREIGHT F 19123441 [FSP19449 MBRB - Evi UNCCH 271100 14101 524110 420106
9 |FSB 9/23/2019 390398 8/29/2019 - 2 65 130 L REFRIGEI(110) REFF 19131778 | UNCCH 28507 18000 524110 271207
10 (FSB 9/23/2019 391321 9/16/2019 - 1 112 EA 1,12 M ELECTRIV2000 BLA 20023297, FSP19357 Abernethy UNCCH 20152 12001 524110 526000
4. Inthe pop-up window you can select a table and range.
5. Verify that the correct range is selected, then click OK.
File Home H Page Layout  Formulas  Data  Review  View  Help  Acrobat
) | Create PivotTable ? X ‘ _ll_ \ I | w =
Choose the data that you want to analyze " : PivotChart
©§electatable orrange ’
Tables Table/Range:  ‘duinld (1 SASAF] + : Charts Tours Sparklines Filters
Al v fe BiIIingArea () Use an external data source
Choose Connedtion..,
4 2 g G D E Connection name: L M M o l g R 2
1 |Billing AreBill Date  Invoice NiTrans Date PID/Of Use this workbook's Data Model | Desc3 Desc4  CFSChangBusinesslFund  Source  Account Deptld
2 IFSB 9/23/2019 391213 9/6/2019 - Choose where youwant the PivofTable report to be placed [ 3200321731 UNCCH 21101 13105 524110 450181
3 |FsB 9/23/2019 390223 9/18/2019 - e I¥; 20033524 UNCCH 20180 12001 524110 245302
4 |FSB 9/23/2019 389975 9/10/2019 8952-3 0 Ex\sting Worksheet £C120006163 UNCCH 29519 19021 524110 239910
3 |FSB 9/23/2019 390232 B8/28/2019 7150-5 DR y P-120017433 UNCCH 20180 12001 524110 245320
6 |FSB 9/23/2019 390252  9/4/2019 - B £ V55245501 ! UNCCH 20180 12001 532410 245501
7 |FsB 9232019 385750 9/9/2019 --n | ChOOSEWHEINErOU WaNtto analze multple tables 1N\ 20032019 UNCCH 29515 19022 524110 211110
& [FsB 9/23/2019 330950 8/28/2019 KARK | A0 fhis dafate the et TF191234411FSPISM9MBRB-EveUNCCH 27110 14101 524110 420106
9 |FSB 9/23/2019 390398 8/29/2019 - P Goncel EFF191317781 UNCCH 28507 18000 524110 271207
10 JFSB 9/23/2019 391321 9/16/2019 - 3LA 20023297 : FSP19357 Abernethy UNCCH 20152 12001 524110 526000
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6. Inthe new worksheet you will be prompted to select the fields to add to your Pivot Table report.

7. Select the fields you wish to add from the list by checking the box next to that field. Selections will
default to the Values area. These fields can be moved to other areas by selecting them and dragging
them into the desired area.

8. Click Update once you have selected and arranged the fields in areas that meet your needs.

In the example below, Invoice Num and Unit Price were selected and Invoice Num was moved to Rows.
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Excel will display your results based on your Pivot Table Field selections.

1 PivotTable Fields Vo8
2
7—|:|3 Row LabelsT_SumofUnitPrice Choose fields to add to report: @y -
g0 89.60 Search jo
5 |389728 60.00
6 389729 164.00 TP =
7 |389731 63.00 [ Trans Date
8 |389732 116.00 ] PID/Onyen
P 389734 230.44 [ Units Billed
10 | 389736 208.00 Unit Price
11389737 52.00 ] uom
12 |389739 104.00 [ Total
13 389740 104.00 [ Desc1
14 389742 1.00 [ Desc2
15 389743 60.00 [] Desc3
16 389744 18.72 [] Desc4
17 |389745 305.80 [ CFs Changed
18 |389746 3725.20 L Business Unit
19 389747 281.64 [ Fund =
g0 389748 130.00 Drag fields between areas below:
21389749 116.00
_22 389750 63.60 Filters Columns
23 389751 120.00
24 389752 251.84
25 389753 615.00
26 389754 615.00
27 | 389755 21.84
28 |389756 21.84
29 (389757 21.84
30 389758 177.00 Rows Values
31 289759 2967.00 Invoice Mum - Sum of Unit Price h
32 389760 497.78
33 389761 540.00
34 389762 2368.51
35 389763 10088.00
36 (389764 510.48
é? 389765 52688 _ -
| Sheetl | dwnld (2) | + Defer Layout Update

If you have a question for a billing area, you can view their contact information directly from Bill
Presentation.

1. Click the Bill Area Contacts tab.
2. Select the billing area you want to see.

3. Click the email address to send an email directly to that contact.
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Billing Area Websites

Some billing areas have their own websites to provide additional information such as billing reports. You
can access these sites directly on the Bill Area Websites tab.

1. Click on the Bill Area Websites Tab.

2. Select the Bill Area Website you want to see.

Home | Bill Area € ‘ Bill Area Websites iew Help Document ‘ ‘ Logout

Bill Area Websites

Links to individual billing area websites:

Carolina Managed Print Services

Dining

Energy Services
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