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When will I need to resolve charges?

With the Wayne State Banner integration, there is a check for Index Numbers when
you create a billing event with internal user’s charges. You can still create the billing
event, but if any charges do not have Index Numbers you will get a problematic
charge error that flags the charges in red to you and the user. The system will
automatically send the lab contact an email asking them to resolve the charge. If a
charge for an internal user is included in the billing event without an Index Number
assigned to it, you will have to resolve the charge.

How can | resolve internal charges and
bill?

If you can catch the charges that are missing Index Numbers before you run the
billing event you can choose to push them to excluded charges for later once the
Index Number is in the system. For more information on running a general billing
event, click here.

If you create a billing event with billable charges that do not have Index Numbers,
the Billing Summary will open with warnings that there are charges that need to be
resolved (Figure 1). Charges will also show as red for users when they log in to
review the charges, if they have not been resolved.

Return to Administration | Summary | Invoices @ Credits

Overview

To resolve the
charges missing Index
Numbers, click here.

@ This billing event includes charges which must be resolved. Clik here to resolve problems.b

Summary Price Type Billing Status
Created on May 30, 2012 at 10:30

End date May 31, 2012 at 2359
This billing event includes 4 charges
totaling in $60.00
If you have unresolved
charges you will not be
able to send the file to
Banner.
Il internal ($6¢

-

. Warning

I Biling Initialized ($60.0¢

® This billing event includes charges which must be resolved. Clik here to resolve problems.
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Figure 1. If a billing event is created with internal user charges without
Index Numbers, the Billing Summary will open with a warning.

For Pls or lab managers to resolve the charges, they must first assign Index
Numbers to the user in the lab settings page and then assign the correct index
number to the correct charge. For more information on how Pls or lab managers can
manage Index Numbers, click here.

For the core to resolve the problematic charges, click on Click here to resolve
problems on the Billing Summary page (Figure 1). The Resolve problem charges
window will open with a list of charges that are missing Index Numbers (Figure 2).

Resolve problem charges
Return to billing event
Date Customer Service ID SEWICEJCHGI"QE Cost Include Move Wait for Send
in this to next customer email?
cycle ¥ cycle ¥  toresolve ¥
Wayne User 1 - 234234 WTC-Wu1-1 Alpha Test Service $10.00 ]
02177 \immm ety aocsoo — T —— _— o |
vzne | Cores can choose to include the problematic charges e v
02116 |in the event, bill for it later or wait to process the @ v
file until the lab can resolve the payment number. process

Figure 2. In the Resolve problem charges window, core administrators can
choose to include the charges in the billing event, remove the charges from
the event to bill for them later or wait for the lab to assign the correct Index

Number.

Any charges you choose to wait for the lab to resolve, will show up red in the
invoices and in the requests when the user views their requests. For more
information on how labs managers can assign index numbers and resolve payment
number issues, click here.

Once the charges are resolved, you can send the billing file to Banner (Figure 3).

Please note that if you send any charge without Index Numbers to Banner, the file
import will fail and will not go into Banner.
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Overview

Summary Price Type Billing Status
Created on May 30, 2012 at 10:30
End date May 31, 2012 at 23:59

This billing event includes 2 charges
totaling in $30.00

Download Files

Send file to Wayne/Banner €———— Summary will be removed and you

i | External  /~| PDF Billing Event Summary

Email Billing Event Summaries

Return to Administration | Summary | Invoices = Credits

B Internal ($30.00 B Billing Initialized ($30.00

Once charges have been resolved,
the warning on the Billing

can click on Send file to
Wayne/Banner to send the internal
charges to Banner.

Figure 3. Send the file to Banner once all charges are resolved.

How can | download a list of charges?

As a core administrator, you can download external user charges by clicking on the
External button just below the Send file to Wayne/Banner button (Figure 3). This
will give you a csv of all external user charges.

If you want to download all charges you can either download all invoices in the
invoices tab, or download a csv file from reporting. To download a csv file:

1. First click on the Reporting tab (Figure 4).

2. You will want to filter by Billing Date and make sure the date range is for
when the billing event was created.

3. Click on Refresh report and reset filters. After you refresh the report with the
correct date range and by Billing Date, you will see a Billing events filter
option.

4. Click on Billing events to see all events in the date range. Hover over the
Billing event name to see the entire name. Check the Billing event(s) you
want to have downloaded. You also can choose other filters for the csv file.

5. Once all of your filters are set, click on Apply filters.

6. The tables of the reports should update. After the reports update, click on
the csv button to download the csv.
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About Our Core  Schedule Equipment  Request Services  View All Requests  Reservatid 1. § Reporting || Administration

Time range Print PDF Csv @

from: May 01,2012 [ to: May31,2012 ¥ By Billing date [=] Report by E
Dollar amount = Service date E
Billing date
Refresh report and reset filters E

FllterS (showhide) use the following oplions to nanmow or expand the results

» Customers (3) » Labs (1) » Services provided (2)

» Price types (1) » Work statuses (2) » Billing statuses (1) + Billing events (2) H
select all | clear 3l
[ wayne tect core - ma

IEdl Wayne tect core . may

_Switch to Equipment Reporting || Switch o Requests reportlng;

| Wayne Test Core - May (Created on 05/30/2012

» Requests (3) E

Apply filters

Figure 4. Download a csv file of charges in the Reporting tab.
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