QCC Quick Reference Guide
Special Event Invoicing and Receipts using QCC Invoice & Billing Management

Special Events Invoicing

Occasionally a department may need to create an invoice to receive registration fees for a
special event from multiple participants without issuing individual invoices. The following

information will guide you through creating an invoice for a special event and how the receipts
will be processed.

e Select the Finance — AR (invoicing and Billing Management — RI, RP) option.

Invoicing/Billing M. t Year: 15 90 - S.C.COUNTY OFFICE OF EDUCATION 55/0ASIS = B
B Invoicing/Billing Managemen ean QS5/ STATUS _
File Tools Help+Video \ |
==
Invoice Entry T Receipt Entry T Irnwoice Print T Aging/Statements T Receipts Rpt/App T Dep Lt/Sales Tax

Invaice Number. Invoice Date:  Reference Number: Terms Code:  Terms: Add Invoi

[ lore201a | [ | e

Customer ID:  Customer Name / Address: @] -

Curent via Reserve  (+
‘ | Dept |DeDa|tmemt: |
1 | ’% | Authoity: //‘ ,w‘
‘Llnel\lem |Das:nphnm | lltyl Unit EnstlT & | Tx | Line T‘ﬁ{ Line Tnt#
o 1] | | | |
7
Click on the Add Invoice button to begin a new
invoice.
‘Lineand Resc ¥ Objt S0 Goal Func CstCtr Ste M.annd Resc ¥ Objt S0 Gozl Func CstCtr Ste H.nl P:tSpIit| $Splil|
o 1]
Invaice Tax Iwaice Tatak

1Y CRYYYFFFFFFF 7YY YY 7YY YFBY00009115010000YNYYD000921000009209-2:N'Y12312341234YYYYY | Yr:2015 Dist:90 Site:0 GS:W | 10/16/2014 | 7:17 AM

e The Invoice Entry screen will open in Inspect mode (status).

e C(Click on the Add Invoice button to create a new invoice.

e A special customer number ‘999999’ has been created for invoicing special events. Participants
will not receive separate invoices, but the particpant names will be referenced in the
registration receipts for the special events invoice. This will allow a department to see
information including paid participants to help manage its accounts receivable balances.

After you click on the Add Invoice button, the screen status will change to Update Invoice and the
Invoice Number box will display *NEW?* because invoices are auto-numbered and the number will be
assigned after you update this screen.
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The special event invoice process is similar to a regular invoice entry, with a couple of minor changes.

r - 5
3 Invoicing/Billing Management Year: 17 90 - SCCOE (COPYSC) QS55/0ASIS l = il
File Tools Help+Video
Invoice Entry r Feceipt Entry \T Invaice Print ll T Aging/Statements T Feceipts AptiApp T Dep Lir/Sales Tax
@ Irvoice Mumber  Invoice Date: | Reference Mumber: Temng Code: Terms: .
Update |
NG [0/08/2016 | [091316 IBM TRAINING | PevABLE UPON RECEIPT | [=Reae ] R

Customer |D: Customer Mame £ Address: = Cancel Entry \
993359 SCCOE Customner c¥ont via Beserve G l'" -
Cust Search Cept: Department:
F3) [0085 | |TPIS/GINGER RUTHER
TaxD: Autharity: Tax Rate: |
[ Joooon ] [ooot +] [SAWTA CLARA COONTY B.7500]

Line| Item Description Aty Unit Cost| Type | Tx Line T‘ﬂ Line Totﬂ
1 [051316 IEM TRAIMING FOR DIST 30 16.00 $25.00 M $0.00 $400.00
2 REQUESTED BY TZE-KI LaM
¥ 3 / FOR IBS STAFF TO REVIEW INWOICE ENTRY I
ra
5
Ling| Fnd Resc ¥ Objt S0 Goal Func CstCtr Ste Mn|Fnd Resc ¥ Objt S0 Goal Func CstCtr Ste Mn| Pct Spit 4 Split
¥| 1 |330-3137-0-86589-00-0000-0000-913700-000-62 |930-9137-0-9210-00-0000-0000-000000-000-00( 100.000 $400.00

Invoice Tax: 40.00[ Invoice Total: $400.00

1:YCRYYYFFFFFFF7YYYYY7YYYFBY00009115010000YNYY0000921000009209-2:NY12312341 234Ny YY" [HE2017IDISEO0NSHE0IGSIM | 9/9/2016 |8:38 AM

There are five required steps to enter a special events invoice (as labeled above):
1. Enter the special 999999 Customer ID, then press Tab to retrieve the Special Events customer.
2. Select the Department Number from the drop-down list
3. Enter the invoice item information (maximum 99 lines per invoice including “blank” lines)
a. Item (optional field, you can enter any 6-character alpha-numeric value)
b. Description (maximum 35 characters per line; you can enter an initial “.” on a
description line to create a “blank” line to separate items)
c. Quantity (required, maximum 5 digits)
d. Unit Cost (of a single unit) (required
e. Unit Type Description (i.e. EA, LF, DZ, etc.)
f. Tax Flag (usually N fo non-taxable registration fees)
Click Enter or Tab after this field to accept this item line. A new item description line will open.
4. Revenue account (enter account or pseudo code in left column only, leave default in right.)
(For multiple accounts, change Pct Splt to less than 100% or $ Splt to less than the total invoice)
Click Enter or Tab after the $ Splt field to accept the account line.
5. Click on the Update Invoice button to save the invoice. (Changes can actually be made until the
invoice has been printed.) You can also use the Cancel Entry button to cancel any invoice
entries as long as they have not been updated.
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After your Special Event invoices are complete, use the common invoice steps to printing the invoices:

1. Print Invoice Pre-list (to verify that all items and accounts on the invoices are correct)
2. Print Customer Invoices (and create PDF file copies for email and archival purposes)
3. Print Invoice Register (lists invoices printed, each invoice will appear only once on a register)

Special Event Receipts Processing

When the Internal Business Services department receives the payments that should be credited to the
special event invoice, the accountant will post the payments individually and will enter the participant
name in the Receipt Check # field, and the check number following the Deposit Letter date in the
Receipt Description field. The following is an example of receipt for a check for a single participant.

" Invoicing/Billing Management Year: 17 90 - SCCOE (COPYSC) QSS/0ASIS =n =R |
File Tools Help+Video
Irvice Entry Receipt Entry T Invaice Print T Aging/Statements T Receiptz Rpt/app T Dep Li/Sales Tax
Invoice Mumber:  Irnwoice Date: Receipt Mo: Receipt Date:  Reference No: Tems Invoice Amount. Running Balance:
[170245 09/08/2016 | [ =] [oavoaszme 091316 1BM TRAINIY [PAVAELE UFON Fi| | $400.00] [ $375.00]
Customer 1D: Customer M anme: TaxD: T as Authority: Tax Rate: Running Receipt: Running Recon.:
530333 SCCOE Customer | G001 ] [3ANTA CLARA COUNTY 87500 | $25.0) | $0.00]
Ling| Item [ Diezcription [ Oty Urit Cost] Type [ Tx] Line Tax| Line Tatal Add Feceipt
1 [0313- IBM TRAINING FOR DIST 30 16.00 $25.00 M £0.00 $400.00 _ _
2 REQUESTED BY TZE-KI Lim Edit Fieceipt
3 FOR IBS STAFF TO REVIEW INVOICE Appiave Receipt
Delete Receipt
Line Fnd RBesec ¥ Objt S0 Gozl Func CstCtr Ste Fnd Resc ¥ Objt SO Cozl Fume CstCtr  Split $ Split
RT Check # Description Receipt Amount Recon. Amount Fnd Resc ¥ Balance
1|320-31237-0-2683-00-0000-00 31 -_-—_-_-:-—E|E.5:-—5'_.5'—:-—52'_:-—_'-:-—"-:-:—:-:-:-:-—:-'"" | 100.000 $400.00) J
[ P |TR&M. LY Joat41ECKE 123 - | $25.00 $0.00] 3127-0-8 $375.00)
1T K o~ | ! '
| N\ | ~~  Check number after deposit letter date
| N\ | I
Participant Name, last name, first name _ |
1 | — —!
Toigks: | $25.00 $0.00] $375.00
Last change 10:34:53 Ak 03/03/2016 by 6248, Unapproved.
1:YCRYYYFFFFFFF 7YY Y'Y 7YYYFBY00009115010000YNYY0000921000009209-2:NY 12312341 234YN Yy [HE2017IDSCo0NSte0/Geu 9/9/2016 [10:35 AM

Each check received will have a separate entry. If a check covers multiple participants, the accountant
will split the payment into separate receipt lines (one per participant) and reference the common check
number with a designation that the payment is a partial amount of the original check. The next example
shows two receipts for different single participants paid by one check (from the school district).
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&_\ Invoicing/Billing Management Year: 17 90 - SCCOE (COPYSC) Q55/0ASIS [
File Tools Help+Video

Irvaice Entryp Receipt Entry T Invaice Print T Aging/Statements T Feceiptz Rpt/App T Dep Lk/Sales Tax

Irvgice Mumber:  Invoice Date: Receipt Mo: Receipt Date:  Reference Na: Termnz: Invoice Amount Bunning Balance:
[170245 09/09/2016 | ['NEw | [0s/0372016 091316 1BM TRAINIY [PAYABLE UFON F| | $400.00] | $325.00]

Customer [D: Custorner Mame: Tax|D: T ax Authority: Tax Rate: Running Receipt: Running Recon.:

393339 | [SCCOE Customer |[om | [FNTaCLeRACOONTY| [ 5750 | 37500 | $0.00]

Ling| Item [ Description [ Oty Uit Cost| Type [ Tx] Line Tax[ Line Tatal Update Receipt
1 |0313- IBM TRAINING FOR DIST 90 16.00 $25.00 H $0.00 $400.00

2 REGQUESTED BY TZE-KI LaM Cancel Entry
3 FOR IBS STAFF TO REVIEW INVOICE

Line Fnd RBesc ¥ Objt 50 Gosl Func CstCtr Ste

Fnd Resc ¥ Objt 50 Goal Fumc CstCtr % Split 4 Split
BT Check #

Flecg:t.&mount Recon. Amount Fnd Resc ¥ Balance
-00-0000-0000 Wﬂﬂn| 100,000 $400.00)

1]
| P |W’ALIA GOWIN Qaﬂs DI 90 CK. #9012345 (P) _D | $25.00 $0.00[s30-3137-0-8 $325.00

lrrvoice Entry T( Receipt Entry )T Irrwnice: Prink ] Aging/Statements l Receipts Rptipp T Dep Lin/Sales Tax
Irm:ucs Humber. |I'I\-'UIC! Date:  Receipt No: Recept Date:  Aeference No:  Tems Invoice Amourt.  Running Balance:
[170245  [09/09/2016 | [NEW | [03/08/2016 031316 1BM TRAINII [PAYABLE UPON R] | 3400.00] | $300.00]

- Customer |0 Customer Mame; T 1D T Anithicuiby; Tax Rate: Runring Recept Running Recon
Next Receipt Entry (555 | [SCCOE Customes [oooi | [BANTAC ][ sr50d
for same check L

4 CLARA COUNTY [T $100.00] | $0.00]

el ltem | Description [ Q] Unit Cost] Tupe |Tu| Line Tau] Lire Tokal
1313 |IEM TRA) ‘III\I--III‘-I 160 $25.00 £0.0 340000

1 i
F RE B TZEKI LAM Cancel Entry
il FOR IBS STAFF TO REVIE'W INVOICE

Line Fnd Resc ¥ Objt 50 Goal Func CstCtr Ste Fnd Resc ¥ Objt 50 Goal Func CstCtr % Spit $ Spit
F|T Check It Descrplmn i HeceuplAmM Recon. Amount Fnd Resc ¥ Balance
300-6]530-5137-0-52 cooo] 1JJJJE| pa00.0q -]

[P |Amoum RIEIUQIHGDIQOCKHSJQEJS[P] | I ] 0 ..|.,._. 37— §300.0¢
; ;

-, -l L
1:YCRYYYFFFFFFF7YYYYY7YYYFEY0000911501 0000YNYY0000921000009209-2:NY12312341 234YNYYYY |[NE208/IDISEO0NSILE0IGoaMIN | 9/9/2016 [11:01 AM

Cash payments can also be recorded by the accountant, as shown in the following example.

" Invoicing/Billing Management Year: 17 90 - SCCOE (COPYSC) QSS/0ASIS =] @ 3]
File Tools Help+Video
Irvvoice Entryp Receipt Entry T Irwaice Print T Aging/Statements T Feceiptz Rpt/app T Dep Lir/Sales Tax
Invoice Number:  Invoice Date:  Receipt No: Receipt Date:  Reference No: Tems: Invoice Amount. Funning B alance:
[170245 09/09/2016 | [*NEw* | [0z/0ss2me  [0913161BM TRAINI |PAYABLE UFONR] | 40000 | $225.00]
Custorner ID: Custorner Marme: TaxlD: T a Authiority: an Rate: Rurning Receipt: Running R ecor.:
539939 | [SCCOE Customer | [oom ] [5AMTA CLARA COUNTY] | 87500 | $175.00) | |
Line| Ikem |Descripti0n | Qt_l,l| Urit Eost| Type |Tx| Line Ta:-c| Line Tatal
1 (0913 1BM TRAIMIMG FOR DIST 50 16.00 $26.00 M $0.00 $400.00 =
2 REQUESTED BY TZE-KI LaM Cancel Entry
3 FOR IBS STAFF TO REVIEW INVOICE
Line Fnd Resc ¥ Objt 50 Goal Func CstCtr Ste Fnd Resc ¥ Objt S0 Goal Fumc CstCtr X Split 4 Split
RT Check # Description Receipt Amount Recon. Amount Fnd Rese ¥ Balance
| 1|33n 3137-0-8683-00-0000-0000-913700-000-]930-9137-0-9210- -3-:---3-:--3-3—-3-3-3-3--3-:--3-3-:--3-| 1000008 $400.00)
| P |DOYLE. ASHLE|031416 PAID CASH | | $25.00 $0.00[330-3137-0-8 $225.00

NOTE: Receipts must be approved by the accountant before payments will appear in the customer
history.
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Adjustments to Invoices for Additional Special Events Participants

Occasionally, a department may underestimate the number of participants and receive more payments
than the initial alloted quantity. This can be modified by the accountant who enters the receipts by

using the B type receipt transaction.

The accountant will enter a type B receipt with a negative amount that will increase the invoice balance.
In the example below, four additional participants have been added.

&_\ Invaicing/Billing Management

File Tools Help+Video

Year: 17 90 - 5CCOE (COPYSC)

Q55/0ASIS

E=5

REGQUESTED BY TZE-KI LAM
FOR IBS STAFF TO REMIEW INVOICE

L2 |
3

Irvvaice Entryp Receipt Entry T Invoice Print T Aging/S taternents T Receipts Rpt/app T Dep Lir/Sales Tax
Invaice Mumber:  Invoice Date: Recsipt Mo Receipt Date:  Reference Na: Tems: lnwoice Amount. Running B alance:
03/12/2016 | [170603 =] [03/12/2006  [091316 1BM TRAINI [PAYABLE UPON R | 400,00 | $225.00]
Cusgtorner ID: Custorner Mame: TaxlD: T a Authiority: Tax Rate: Rurning Receipt: Running Recon.:
535953 SCCOE Customer | [o001 ] [5ANTA CLARA COUNTY | g.7500 || $275.00 | -4100.00]
Line| Ibem | Description | E!t_l,l| Urit Cost| Type | Tx | Line TaH| Line Tatal dd Receipt
1 |09-13- IBM TRAIMING FOR DIST 90 16.00 $26.00 [} $0.00 $400.00

Print Receipt

Last change 3:28:49 Pk 09/12/2016 by 6248, Approved 3:25:08

Line Fnd Resc ¥ Objt SO Gozl Func CstCtr Ste Fnd Besc ¥ Objt SO Cozl Func CstCtr % Split £ Split
BT Check # Description Receipt &mount Recon. Amount Fnd Resc ¥ Balance
1|z20-3137-0-8¢ 00-0000-0000-513700 -:-—E|53:-—E;3'—:-—EE;:-—:-Z-— 00-0 | 10000 $400.00) J
Ll e | [091116 ADD 4 PARTICIPANTS | $0.00] -4100.00] 3137-0-8 $225.000 |
L] | I
| | | |
L | [
| | | |
L | I
[ | | |
L] | I
[ | | |
L] | I
| | | | =
Totals: | $0.00 $100.00] $225.00

P 03/12/2016 by 6248

= [
Inspect

1:YCRYYYFFFFFFF7YYYYY 7YYYFBY00009115010000YNYY0000921000009209-2-NY12312341234YNY Y |20 IDISEo0SIte0iGSal | 9/12/2016 |3:29 PM

The original invoice amount was $400.00. The department received $275.00 in payments, and the
balance on the invoice is now $225.00 which makes the total invoice $500.00.

QCC Quick Reference Guide
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Final Reconciliation Payments

After all participants have paid their fees, the final receipt will reconcile the unpaid estimated balance
and clear the invoice to a zero balance. When a final receipt is entered (Type F), any remaining balance
is removed from the invoice accounts receivable.

A" Invoicing/Billing Management Vear: 17 90 - SCCOE (COPYSC) QSS/0ASIS = = =

File Tools Help+Video
Irvvoice Entryp Receipt Entry T Inwoice Print T Aging/S tatements T Receipts Rpt/app T Dep Lir/Sales Tax

Invoice Number:  Invoice Date: Fleceipt No: Receipt Date:  Reference No: Tems: Invoice Amount. Running B alance:
[170245 09/12/2016 | [*NEwW* ] [0n2/2m16  [0913161BM TRAINIY [PAYABLE UPONF| | $400.00] | $o.o0]
Customner ID: Custorner Mame: TaxlD: T ax Authaority: Tax Rate: Running Receipt. Running Recan.:
539939 | [SCCOE Customer | [oomt ] [5eMTACLARA COUNTY] [ a7E00) | $a00.00] | $100.00]
Line| Ikem |Descripti0n | thI Uit CostI Type | Tx| Ling TaHI Line Tatal

| 1 {0913 IEM TRAINING FOR DIST 50 16.00 $25.00 3| $0.00 $400.00

2] REQUESTED BY TZE-KI LaM Cancel Entry

3 FOR IBS STAFF TO REVIEW INVOICE

Line Fnd Besc ¥ Objt 50 Geal Func CstCtr Ste Fnd Resc ¥ Objt S0 Gozl Func CstCtr % Split $ Split
BT Check # Deseription Recon. Amount Fnd Resc ¥ Balance
1l930-5137-0-8685-00-0000-0000-3 oo-oogooo] 100,00 $400.00)
| TF Tzamorenn, oloati1s Dien craosia P $200.00[{s30-9127-0-2 $0.00
L | [
| | | |
L | I
[ | | |
L] | I
[ | | |
L] | I
[ | | |
L] | I
| | | | =
Totals: | $25.00 $200.00] | 3000 |

1:YCRYYYFFFFFFF7YYYYY 7YYYFBY00009115010000YNYY0000921000009209-2:NY12312341234YNYYYY [HE2017DSCo0NSte0/Gaau | 9/12/2016 |3:30 PM
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QCC IBM Deposit Letters

The following example shows the QCC IBM Deposit Letter for receipts for a special event invoice.

ps0 3IOCC0E (COPY3AC) J2731 AR0131

Deposit Letter [Approved Receipts)

Humber: 09141€

To:

From:

Reference:

Text:

Deposit No: 05 20 09141€

Fnd Re=sc ¥ Cbjt 30 Goal Func C=tltr Ste Hngr

- 530-5137-0-BE€ES-00-0000-0000-513700-000-€200

THAN, LILY 091416 CEf 123

- 530-5137-0-BEES-00-0000-0000-513700-000-€200

HARRIS, BREN 091416 CE #101

- 530-5137-0-BE€ES-00-0000-0000-513700-000-€200

WALIA, GOVIN 091416 DI 90 CE $#3012345 (P}

- 530-5137-0-BEES-00-0000-0000-513700-000-€200

ALDOVER, RIC 091416 DI 90 CE $9012345 (P}

- 530-5137-0-BE€ES-00-0000-0000-513700-000-€200

CHOY, PATTI 091416 DI 30 CE $9012345 (P}

- 530-5137-0-BE€ES-00-0000-0000-513700-000-€200

TANG, ALLEN 091416 DI S0 CE $%012345 (P}

- 230-5%137-0-BE€BS-00-0000-0000-513700-000-€200

DOYLE, ASHLE 051416 PAID CASH

- 230-5137-0-BEBS-00-0000-0000-513700-000-€200

POSEY, BUSTE 081416 CEfz28
Re=purce 5137 Total:
Fund 530 Total:

District Total:

08/05%/1& BREE

Cash Deposit Posting will be one entry for this deposit letier

$200.00 to 920-9137- 9115-00-0000-0000-000000-000-0000

-0ag

-0ag

-0ag

-aag

-aag

-aag

-aag

-aag

QCC Quick Reference Guide

Special Event Invoicing and Receipts using QCC Invoice & Billing Management
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Accounts Receivable Reports for Reconciliation

QCC IBM Accounts Receivable History is available online using the A/R History option [Ctrl + A] from
the File menu on the Invoice Entry screen

:}_\ Invoicing/Billing Management Year: 17 90 - SCCOE (COPYSC)
[File ] Tools  Help+Video
A/R History Ctrl+A |
R=teghiies Gosll eceipt Entry T Inwoice Print
Custormer Search F3
Show Status Ctrl+5  |ter  Reference Mumber: Term
Year End Processing Cirley [
£ Address:
Exit Ctrl+F4
’E
The AR/History selection screen will launch.
B Inw/Blg Mgmt - A/R History Year: 17 90 - SCCOE (COPYSC) Qss/0Asls | = || @ |23
File Help
From Ime. Diater Tolnw. Date: Cuztorner Mumber] Custorner M amme: AR Balance:
MG  |oR/sa0s2m7 | f999999 [SCCOE Customer | $400,00
M @7 Report Title:
Invoice Select Sart By
 Open el |_1 Cugt Search F3)
" Received . .
s BEREniEE |_2 Digplay Histary |
Ir. Date: |_3 Drizplay Inw/Bow
Invoice #: |_4 Prirt Hiztary

There are four steps to view A/R history for the special events customer 999999 (as labeled above):
Enter the Date Range (generally use the range of the entire fiscal year)
Enter the special 999999 Customer ID, then press Tab to retrieve the Special Events customer.
Select All to select all invoices for the Customer 999999 for this fiscal year.
Click on Display Inv/Rcv to display the online Accounts Receivable History for this customer.

1.

2.
3.
4

QCC Quick Reference Guide
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" Account Receivable - Invoice/Receipts Results 90 - SCCOE (COPYSC) QSS/0ASIS (=N [
File Options Grid Output
[ |
[« ‘Customer Name | Invoice Num| Invoice Date | Reference Number Invoice Amount | Receipt Num| Receipt Date | Receipt Amount | Recon. Amount | Check Number | Deposit# | Invoice Balance -
993999 SCCOE Customer 170245|09/09/2016 091316 IBM TRAINING $400.00 $400.00
999999 SCCOE Customer 170245|09/09/2015 091316 IBM TRAINING $400.00| 170581 09/09/2016 §25.00 $0.00 TRAN, LILY 091416 $200.00
999999 SCCOE Customer 170245|09/08/2016 091316 IBM TRAINING £400.00| 170582 09/09/2018 §25.00 $0.00 HARRIS, BREN 091416 §225.00
999993 SCCOE Customer 170245|09/03/2016 091316 IBM TRAINING $400.00| 170583 09/08/2016 §25.00 $0.00 WALIA, GOVIN 031416 $250.00
999999 SCCOE Customer 170245|09/09/2016 091316 IBM TRAINING $400.00| 170584 09/09/2018 §25.00 $0.00 ALDOVER, RIC 091416 §275.00
999999 SCCOE Customer 170245|09/05/2016 091316 IBM TRAINING $400.00| 170585 09/08/2016 §25.00 $0.00 CHOY, PATTL 091416 £300.00
999993 SCCOE Customer 170245|09/03/2016 091316 IBM TRAINING $400.00| 170585 09/08/2015 §25.00 $0.00 TANG, ALLEN 091416 $325.00
999999 SCCOE Customer 170245|09/09/20156 091316 IBM TRAINING $400.00| 170587 09/09/2018 §25.00 $0.00 DOYLE, ASHLE 091416 §350.00
993999 SCCOE Customer 170245|09/03/2016 091316 IBM TRAINING $400.00| 170588 08f03/2018 $25.00 $0.00 PQOSEY, BUSTE 091416 $375.00

You can select Grid Output and then download the file to Excel to filter any specific invoice information
you wish to view separately.

[/ Grid Output =

File Options

FEL I G

Customertt [Customer Name | Invoice Number | Invoice Date Fieference Number Invoice Amount | Freceipt Humber | Freceipt Date | Receipt Amount| Recon. Amount [ Check Number Deposith Invoice Balance B
999999 SCCOE Custormer 170245) 09/09/2016 091316 [BM TRAINING $400.00 $400.00
999999 SCCOE Custormer 170245) 09/09/2016 091316 [BM TRAINING $400.00 170581| 09/09/2M 6 $25.00] $0.00| TRAN, LILY 091416 $200.00
939999] SCC0E Customer 170245] 09/09/2018 091716 1EM TRAINING $400.00 170582| 09/09/2m18 $25.00 $0.00 HARFIS. BREN 091418 $225.00
53939] SCC0E Customer 170245] 09/09/2018 091316 1EM TRAINING $400.00 170583] oav0a/2me $25.00 $0.00] wiaLla, GOVIN 091418 $250.00
53939] SCC0E Customer 170245] 09/09/2018 091316 1EM TRAINING $400.00 170584] 03/08/2018 $25.00 $0.00] ALDOVER, RIC 091418 $275.00
53939] SCC0E Customer 170245] 09/09/2018 091316 1EM TRAINING $400.00 170585] Da/08/2016 $25.00 $0.00] CHOV, FaTTI 091418 $300.00
535633] SCCOF Customer 170245] 09/03/2018 09116 EM TRAINING 400,00 170586| 03/08/2016 $25.00 $0.00] TANG, ALLEN 031418 $325.00
999999 SCCOE Custormer 170245) 09/09/2016 091316 [BM TRAINING $400.00 170587| 09/09/2M 6 $25.00] $0.00| DOYLE, ASHLE 091416 $350.00
999999 SCCOE Custormer 170245) 09/09/2016 091316 [BM TRAINING $400.00 170586| 09/09/2M B $25.00] $0.00| POSEY, BUSTE 091416 $375.00

When you click on the Excel icon, the following launch screen displays.

=

Settings
-
. Columng to Exclude Export az Tesxt 'Ovemnide’
D elimiter
| Tab Cuztomert - Cuzstomert -
Cuztamer Mame Cuztomer Mame
. . Invioice Mumber E Ireenice Mumber E
Drientation Invioice D ate Irevoice Date
i* Portrait Reference Mumber Feference Mumber
Invioice Amount |revice Amount
@ Laickzage Receipt Mumber S Feceipt Mumber i

Selectall | Cleardll | Selectal | Clear &l
) Cancel |

Accept the default criteria and click on Continue (you can easily modify and filter the columns in Excel).
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9~ |=

DIST 90 CUSTOMER 999393 SAMPLE EXCEL OUTPUT FOR INV-RECPT SEARCHxlsx - Microsoft Excel

o B =
- Home | Inset  FPagelayout  Formulas  Data  Review  view  Lsemiche  Acobat  After Excel opens, add Filter to full range to sort by participant name & @ o & =
% cut . = ) Y Tem Tx [ E Autosum -
B o cons - Calibri B S Wrap Text General ijg ﬁjﬂ‘ _l_;‘ﬂ e ;J - Ea
o comarari | 8 £ 8- Bseacmrs | § <% 08| G T G | i oete ot | 5, ASut)inds
Clipboard Font Alignment Number Styles Cells
cu - £ / S
A B c D E F g H 1 J K L M R

1 Custome 7| Customer Nam ~ | Invoice Numb)| ~ | Invoice Da v | Reference Number | | Invoice Amou v | Receipt Numb| v | Receipt Da v |Receipt Amou ¥ |Recon. Amou| v | Check Numb | Deposi ¥ | Inveice Balan( ~

2 999999 SCCOE Customer 170245 9/9/2016 091316 IBM TRAINING $400.00 $400.00

3 999999 SCCOE Customer 170245 9/9/2016 091316 IBM TRAINING $400.00 170581 9/9/2016 $25.00 $0.00 TRAN, LILY 91416 $200.00 |
4 999999 SCCOE Customer 170245 9/9/2016 091316 IBM TRAINING $400.00 170582 9/9/2016 525.00 50.00 HARRIS, BREN 91416 $225.00 3
5 999999 SCCOE Customer 170245 5/9/2016 091316 IBM TRAINING $400.00 170583 9/3/2016 $25.00 $0.00 WALIA, GOVIN 91416 $250.00

6 999999 SCCOE Customer 170245 9/9/2016 091316 IBM TRAINING $400.00 170584 9/3/2016 $25.00 $0.00 ALDOVER, RIC 91416 $275.00

7 999993 SCCOE Customer 170245 9/9/2016 091316 IBM TRAINING $400.00 170585 9/9/2016 $25.00 $0.00 CHOY, PATTI 91416 $300.00

g 999993 SCCOE Customer 170245 9/9/2016 091316 IBM TRAINING $400.00 170586 9/9/2016 $25.00 $0.00 TANG, ALLEN 91416 $325.00

9 999999 SCCOE Customer 170245 9/9/2016 091316 IBM TRAINING $400.00 170587 9/9/2016 $25.00 $0.00 DOYLE, ASHLE 91416 $350.00

10 999999 SCCOE Customer 170245 9/9/2016 091316 IBM TRAINING $400.00 170588 9/9/2016 $25.00 $0.00 POSEY, BUSTE 91416 $375.00

11 1

1"« » b | SAMPLE GRID OUTPUT 72 M4l i ]

Import c appdatatraami files\svr.qcep.sccoe.org.port 31710V harrisb'templout20160909113332.x1s into Excel. | |[Eo @ 100% ( .

After Excel opens, you can add a filter to the spreadsheet and then sort by participant name to match
the list with your original registration list to determine which participants have paid the fees.

QCC Quick Reference Guide

Page 10




QCC Quick Reference Guide
Special Event Invoicing and Receipts using QCC Invoice & Billing Management

Special Events Customer Aging Report

To print an Aging Report for a Special Events Customer to see which invoices have outsanding balances,
select the Aging/Statements tab from QCC Invoice & Billing Management.

&_\ Invoicing/Billing Management Year: 17 90 - SCCOE (COPYSC) QS5/0ASIS = =3[ =]

File Tools Help+Video

Irvvoice Entryp T Feceipt Entry T Inwoice Print T Aging/Statements T Receipts Rpt/app T Dep Lir/Sales Tax

% Repart Title: |SPECIAL EVENT INVOICES

Custarner Type Selection:

| =l El
| =l El
| =l =)

Cusztomer Selection:
®__> flagzsas | T [
| |

Cust Search

(F3) Aging Date: [09/30/2016
—_— Diept: Department:
@ |DDBS ﬂ TRIS/GINGER RUTHER |

Select by Uszer [D:

| | | | |

[T Ewclude Future Dated Invaoices
@ [ Include Unapproved Receipts
-\_)' I v Ewclude Zero Balance Invoicesl
Frirt Aging Report | Frint Statementz |

1:YCRYYYFFFFFFF7YYYYY7YYYFBY00009115010000YNYY0000921000009209-2:NY12312341234YNYYYY [HE2017DSCo0NSte0/Gaau | 9/12/2016 |2:55 PM

There are six steps to generate an Aging Report for the special events customer 999999 for invoices in a
specific department (as labeled above):
1. Enter the Report Title (optional)
2. Enter the special 999999 Customer ID, to select only the Special Events customer.
3. Select the Department Number to select all invoices for the Customer 999999 for this
department.
Click on Detail Aging Report
Click on Exclude Zero Balance Invoices (to exclude fully paid invoices from the report.)
Click on Print Aging Report.
The Aging Report will be sent to QCC Print Manager.

Nouwva
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Sample Aging Report

SPECIAL EVENT INVOICES
cust # Customer
Contact

Name

999955 SCCOE Cu
office Ph
Involce:

(000) 000-0000

170245 Date: 09/09/2016

District Totals:

As of: 09/30/2016

A/R Balance Current Bal +30 Balance

+60 Balance

090 SCCOE (COFYSC) Customer Aging Report J2745 AROD120 L.01l.04 09/12/16 PAGE 1]
SPECIAL EVENT INVOICES as of: 09/30/2018
customer Type: ALL
customer Number:
Aging Date: 08/30/2016
Department: 0085 TPIS/GINGER RUTHER
User ID: ALL
Detail Aging Report: ¥
Exclude Future: N
Include Unapproved: N
090 SCCOOE (COPYSC) Customer Aging Report J2745 AROD120 L.01.04 09/12/16 PRGE 1

+90 Balance +120 Balance
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