Invoicing Against a Contract

To find a contract, use the menu on the left to go to Contracts -> Contracts -
> Search Contracts.
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You can search by the contract name, supplier name, or other relevant
information. Use the dropdowns below the search bar to narrow down your
search.
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Once you find the contract, click the contact name to view the contract
summary. Click the dropdown menu and click Create Invoice.
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For each line of the invoice, you must include a description, quantity, and
unit price. Click the Add Item button on the right to add the line to the invoice.

If you have multiple lines on your invoice, you must add the additional lines

prior to clicking Create Invoice.

Create Invoice

Contract Information

Contract Name: Electricity Start Date:

Contract Number: PROC-2020-90  End Date:

Invoice

Invoice Mo. 564546

Line items to Add (D)
There are no items on the selected contract

~ Add Additional Lines to Invoice

Part No. Description * Product Size

Services
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Click Create Invoice.
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7/1/2019
No Expiration
Invoice Date 11/08/2021
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Close
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Create Invoice

Contract Information ?
Contract Name: Electricity Start Date: 7/1/2019
Contract Number: PROC-2020-90  End Date: No Expiration
Invoice
Invoice No. 564546 Invnicé Date 11/08/2021 &
mm/dd/yyyy
Line items to Add (1)

There are no items on the selected contract

~ Add Additional Lines to Invoice

Part No. Description * Product Size Quantity * UnitPrice*  Packaging

|| | w - EA w + Add ttem

254 charzacters remaining

Services A 1000 EA Remaove

* Required Close

In order to finish your invoice, you must address the missing items as shown
below including the attachment of your invoice.

Invoice + 2011099 ~ = & @ oo e [
Ewy  Summay  Maching  SuplerMessages  Commems  Amachmems  Histo
Discount, tax, shipping & handling “
© Comestihesessues.
Allocation Sum of All v You are unable to proceed until addressed.
Required: Fund: Line
Header-level Sum of lines Required: Dept: Line
Required: Account: Line
(eeris 000 ooousn Required: Prog Fin: Line
Required: Commodity Code (Line 1)
Tax1 000 000UsSD
BGE ~
Supplier Invoice No. 564546
Tax2 000 000UsSD
Total (1,000.00 USD) M
Shipping 000 0.00USD Subtotal 1,000.00
Discount 0.00
Handling 000 0.00USD T 000
Tax2 0.00
Shipping 0.00
Handling 0.00
Codes #$o
1,000.00
une
Business Unit Fund Dept Account Prog Fin Project Activity ID
What's next? ~
UV\{IBACW no value no value no value o value no value o value Next Step No Department Approver
hEs O Required O Required © Required © Required
Approvers Approver, Annie
1 Line

Espinoz, Rafael

<No PO Number> Workflow

[
®

D Show skipped steps
Status PO Line Item Catalog No.. Size/Packaging Unit Price Quantity Ext. Price -

braft
v services EA 1,000.00 1,000.00 [ ] o Activ




Switch to the Summary Tab to populate your accounting codes and
commodity code.

Involc&' 2011099 ~

The inveice contains ene ar more NP invoice lines, They are excluded from the matching.

General

invoice Type Invoice

invoice Number novalue
Supplier Invoice No 564545
Supplier Name BGE

Addresses

Remit To

POBOX 143
BALTIMORE, MD 212031431

Address1d 1

Note/Attachments

Extemal Note

Internal

Extemal Attachments

Internal Attachments

o valve

o valve

Add

Add

Click the Edit Pencil to populate your accounting codes

pERe

Business Unit Fund
UMBC1 novalue.
i O reui

Dept Account
novalue novalue
©requred 0 requred

Prog Fin

no value

Project

no value

“QDV

Activity ID

o value

= o = @

Logout Complete

@ Comectthese issues
You are unable 1o proceed until addressed.

Required: Fund: Line
Required: Dept: Line

Required: Account Line

Required: Prog Fin: Line

Required: Commodity Code (Line 1)

© Comectthese ssues.
You are unable to proceed until addressed.

Required: Fund: Line
Required: Dept: Line

Required: Account Line

Required: Prog Fin: Line

Required: Commodity Code (Line 1)

-~

Accounting Codes

UNE
Business Unit* Fund * Account * Prog Fin *

BC v | ‘ v Search
r— Oreqund py— © requred

vired fi

Project

Activity ID

o Discount ¥

o Discount ¥

Close

Scroll down to locate the Commodity Code area. Click Required (Red

Letters).
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1 Line
<No PO Number>
Status PO Line  tem
v Services
A TEMDETALS
Contract
PO Number
PO Department
Suostitute tem

Taxable

Capital Expense

Quantity

Ext. Price

Related Documents

Contract No.

PROC-2020-90

o vaive

Procurement (Procurement)

X

X

X

Unmatched

Ordered

PROC-2020-90

Received

Catalog No. Size/Packaging Unit Price
EA 1,000.00
External Note e valve
Internal Note o valve
External Line Attachments Add
Internal Line Attachments Add
Net Invoiced
0.00 USD

Quantity

Q- 1EA

Ext. Price

1,000.00

© Comectthese issues. v
You are unable to proceed until addressed.

Required: Commadity Code (Line 1)

BGE v
upplier Invoice No 564546
1,000.00
000
Ta 000
2 000
hipping 000
n 000
1,000.00
What's next? v
Next Step Department Approver
Approvers Espinoza, Rafael
Moss, Eiizabeth
Workflow [}

D Show skipped steps

o

If you know the correct commodity code, enter inside the red box. Otherwise,
you may search for it.

PO Numb:

PO Department

Substitute ltem

Quantity

£xt. Price

Related Documents

ity Code %

PROC-2020.90
Select Contract

novalve
Procurement (Procurement)

X

O

O

Unmatched

Ordered

PROC-2020:90

© recuired

temal Note

Received Net Invoiced

- 000USD

Enter your description and click Filter

2 1,000.00

“
epand | clear

expand | clear

Save Close



Code starts with... consulting Filter
ar All Filters
¢ > Page 1 of 18 1-20 of 342 Results 20 Per Page -
Code 1 Description
0110010 Athletic Equipment +
0110020 Athletic Officials +
0110030 Athletics Uniforms Apparel & Accessories +
0110210 Game Equipment +
0130030 Athletic Game Guarantees +
0130040 Athletic Recruiting +
0130050 Athletic Training & Medical Supplies +
0130060 Athletics Facilities Rental +
0130070 Athletics Ticketing Services +
0130550 Fitness Equipment +
0131210 Sports Equipment, Supplies and Accessories +
0131240 Trainers +
0210040 Audio Visual Supplies +
0270020 Audio Video Consulting Services +
0270030 Audio Video Installation +
0270040 Audio Video Repair +
Cloze




Click the Plus + Sign to add your Commodity Code.

[code starts with... consulting Filter

Clear all Filters

Code T Description
Q270020 Audio Video Consulting Services +
0830620 Human resources consulting +

3670130 Consulting Services +

3870180 IT Consulting +

Close

Click Save.

Servces 23 1,000.00 1EA 1,00000
Contract. PROC2020-90
Select Contract External Note
s
PO Number 1o vane 200 character remaiing erpand | el
PO Department Procurement (Procurement) Internal Note
4
Substitute ftem X and | clear
Taxable ]
CaptalExpense B
Line Match Status Unmatched
Viatc
Ordered Received Netinvoiced
Quantty
Ext Price - - 0.00USD
Related Documents
Gontract No. PROG-2020-90
Commodity Code *
ﬁ : Close

Click the Attachments tab.



Invoice * 2011099 ~ ® = @ Logout Complete.

Eniy  Summary

The invaice contains one of more nom-PO invoice lines. They are

uded from the matching.

General N Addresses 4 Note/Attachments &y

o 564546
nvoice Type nvoice RemitTo Extemal Note novae Total (1,000.00 USD)

Click Add Internal Attachments and upload your invoice (PDF Format).

Invoice *+ 2011099 v = @ lwow Complete
e . o . o

Amachments  Histo

Attachments found: 0

564546
There are no attachments for this document

1,000.00
0.00
0.00

Click Complete.
b\wl

Invoice + 2011099 ~

a toouse B @ MO Dy

= @ o

Attachments found: 1 Select Invoice Image Addinternal Arachment

Atachment

Location Visibilty Date

TEST por
w4 TESTpdf

3k File Document Interna 1

B

Total (1,000.00 USD) ~

1,000.00
000
000
000
0.00

0.00

1.000.00
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@ invoice Submitted

Summary

Invoice number

Invoice Status

Supplier Invoice Mo

Invoice name
Invoice date
Invoice tota

Mumber of line items

Create Mew

JT001521

Pending

S64546

20211112 BT37893 05

11/8/2021

1,000.00 USD
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