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[. Objectives

Byfollowing theprocessedelow, you should be able tsuccessfully

1

= =4 —a A

Createa newQustomer

Add Contact information for a new customer
View customer contact information

Create an invoice

Creat a deposit usinghe MAR Clearing Account

Il. Tips and Tricks

Here are few tips and tricks that will help wheetting up customersinvoicing, and depositing
through the MAR modute

T
T

Save and keep track of your Customer IDs.

For any issues with setting up customers/customer contacts, reach out to the MAR;team
miscar@mailbox.sc.edu

Revenue accounts are primarily used for invoicing. The MAR Clearing Account should never be
used for invoicing.

Invoices cannot be corrected once they have been submitted. A cancellation form must be
completed and submitted, and an updated invoice should be created as appropriate.

When adding tax, be sure to select your tax code carefully. The menu provides tax codes for all
counties.If you have questions about sales tax, please contact the MAR team for assistance.

Before changing the status to RDY and clicking the invoice icon, review your invoice details
carefully.

The MAR Clearing Account should always be used for deposits.

MAR Job Aid 2025
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Creatinga New Customer

Main Menu > Customers > Customer Information > Create Customer Information

Step 1:Click theAdd a New Valudutton. The SetID widlwaysbe MSCAR.

General Information

Find an Existing Value

v Search Criteria

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

@ Add a New Value

1) Recent Saved
O Searches I Choose from recent searches v] / ﬂ e [ Choose from saved searches

Vi

*SetlD [MSCAR Q|

Custemer ID [ begins with v] [ Q]

Name 1 [ begins with VI [ ]

Name 2 [ begins with V] [ ]

Customer Status [ = v] [ vl

Telephone [ begins with “] [ ]

Address Line 1 [ begins with v] [ ]

City [ begins with VI [ ]

State [ begins with V] [ ]

Postal Code [ begins with v] [ ]

» Show fewer options

[ Case Sensitive [J Include History [ Correct History

EOTUI\P\V'* roh

Step 2:From the next screen, click thedd button.

General Information

Add a New Value

Q,Find an Existing Value

“SetlD |MSCAR Q
“Customer ID |NEXT Q

MAR Job Aid
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Step 3:Under theGeneral Infatab enter the name of the customer in tidame 1field.
TheName 2field can be used to enter an additional name for the customer.

Step 4:In Rolessection, be sure to check the Bill To Customer, Shipustomer, Sold To boxes. The
Correspondance Customer, Remit From Customer, and Corporate Customer boxes should auto

populate.

Favorites Main Menu ¥ Customers

SetlD MSCAR

“Status  Active

“Date Added  02/07/2023

Customer Information

Customer ID  NEXT

*Since  01/01/1901

“Name 1 | Joanne Callahan

Name 2

Currency Code USD

Roles

Rate Type CRRNT

[ Bill To Customer
Bill To Selection

[ Ship To Customer
Ship To Selection

¥ Sold To Customer

Sold To Selection

Correspondence Customer
Correspondence Selection

Remit From Customer
Remit From Selection

Corporate Customer
Corporate Selection

roker Customer

Indirect Customer

Grants Management Sponsor

Workiist | i Home

Advanced Search Add To B
Nolification

Sign Out

@

NavBar

New Window | Help | Personalize Page

General Info Links  ...More

Level Regular
*Type User1

*Short Name Joanne Cal

Consolidation Business Unit

Step 5:In Support Teamsection, theDefaultbox should be auto checked.

Favorites ™ Main Menu ™ Customers ¥ > Customer Information > General Information Workist | #iy Home | SignOut

[ s - o AT @
Notification NavBar

15 | SO0 GaroLna

Support Teams

B Q 1-10f1 - | View Al
Team Code Default Description
MSC_AR Miscellaneous AR + -

Step 6:In the Address Locationsadd the street address in tHgescriptionfield for Location1. Check
boxes (6 total) for Bill To, Ship To, Sold To and 3 Primary boxes.

Favorites ¥ Main Menu ¥ Gustomars ™ ation ™ ner: ation Workdist #& Home Sign Out
R Adaced Search aw- O @
CAROLINA Notification  NavBar
MSC_AR Miscellaneous AR == -
Address Locations. Q | 1of1 | View All
+ -
N 5 EBill To Primary Broker Primary
Location 1 Ship To Primary Indirsct Primary
ESold To & Primas E Correspondence Address
Description ISQB Main Street a = ad = z
RFID Enabled

MAR Job Aid 2025
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Step 7:In the Address Detailsection, duplicate the street addressAaldress Ifield, (can copy from
Descriptionbox above) as well as ti@ty, State, andPostal Code

Favorites ¥ Main Menu ~ Customars ™ 5> Customer Information ¥ 5 Genaral Information Wiorklist A& Home Sign Out
wow DD
UTH CAROLINA Natification  NavBar

+ -
. ) Bill To Primary Broker Primary
Location 1 Ship To Primary Indirect Primary
& Sold To & Prima & Correspondence Address
Description 999 Main Strest o 8 i L P
RFID Enabled
Address Details Q | 1of1 - View Al
+ -
*Status | Active -

*Effective Date 02/07/2023
Language Code English

Country USA @ ynited States
Address 1|999 Main Street I
Address 2 View Phone Information
Address 3

County fozs |

State|S

General Info Links  ...More

Add Update/Display Include History Correct History

Save Notify Refresh

Step 8:Click theSavebutton to assign a customer ID.

Customes Infermation =
Toam Code Default Description
MSC_AR Miscellansous AR + =
Address Locations Q | 4 4 202 | Viaw Al
+ -
o @eilTo (CPrimary Broker Primary
Location 2 EShip To OPrimary Indirect Primary
Sold T Pri c dence Add
rioton it E e ESeld To ClPrimary B Correspondence Address
RFID Ensbled
Address Details Q 10f1 - | View Al
+ -
“Effective Date  02007/2023 “Status | Active
Language Code  English
Country USA Q| {jnited States
Address 1 45 Square Avenua
Address 2 \iew Phone Information
Addross 3
City Columbia in City Limit
County Postal 29208
State SC Q  South Carolina
General Info Links . More
E RetuntoSearch | PreviousinList | MNextinList | Notity = Rafresh Add  UpdataiDisplay  Include History |~ Corrsct History

e —
2025
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Step 9:0nce saved, a Customer ID is assigned. The custiatiswill be Inactive until the submission
Ad FLILINPOSR yR | OGAQGIGSR o0& GKS /2y iNRffSNDRa h¥¥
stating that a customer was created and is awaiting approval.

Favorites Main Menu ¥ Customers ™ > Gustomer Information ™ > Ganeral Information Workdist A Home Sign Out

£ | s on- B O
=l | SOUTH CAROLINA Notification  NavBar

New Window | Help | Personalize Page

General Info

SetlD MSCAR Customer ID _ CST0D00009 General Info Links |...More
“Status I:l Inactive As Of 02/07/2023 Leval Regular

“Date Added  02/07/2023 E] *Since  01/01/1901 *Type User 1
“Name 1 Joanne Callahan “Short Name Joanne Cal
Name 2
Currency Code  USD Rate Type CRRNT

Step10h y OS I LILINR PSR o6& (GKS [/ 2y (NP ActivBandDan enhaf Willb® S > G K S
sent to the user confirming activation for billing.

Customers ™ > Customer Information ™ > General Infermation Worklist # Home Sign Out

B |55 wo- B O
2 | SOUTH CAROLINA Notification  NavBar

MNew Window | Help | Personalize Page
General Info
SetlD MSCAR Customer ID  CST0000009 General info Links: |...More

_— P

*Date Added 02/07/2023 *Since 01/01/1901 *Type User 1
“Name 1 Joanne Callahan “Short Name Joanne Cal
Name 2

Currency Code USD Rate Type CRRNT

- ________________________________________|
MAR Job Aid 2025



I\VV. Adding aCustomerContact
A customer contact must badded toa customer before they can be invoiced.
Main Menu > Customers > Create Customer Contacts

Step 1:Click theAdd a New Valuédutton. The SetID widlwaysbe MSCAR.

Contact Info

Find an Existing Value

~ Search Criteria

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

1) Recent Saved
O Searches I Choose from recent searches Vl / l:l Searches I Choose from saved searches VI /

“SetlD IMSCAR Q I

ContactID | begins vith v| | Ql

Contact Name { begins with VI I ]

Customer SetlD { begins with v] I Q l

Customer ID { begins with v] I Q l

Customer Name [ begins with VI I ]

~ Show fewer options

[J Case Sensitive [J Include History [ Correct History

Step 2:Click theAdd button.

Contact Info

Add a New Value QFind an Existing Value

*SetlD |WMSCAR Q
“ContactID |NEXT Q

MAR Job Aid 2025
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Step 3:0n theContact Information,Jt 3S Ay G KS / 2y GFOG LYF2NNIGAZ2Y &S
intheNameFT A St R I yR O NBFdz f & Sy (i ShailidBesseld 6 érisutelil Qa SYI A
the invoice is successfully received

Step 4:Click theContact Customerbnk at the bottom left of the page.

New Window | Help | Personalize Page

Contact Information
Maintain Contacts

SetlD MSCAR Contact ID  NEXT
Contact Information Q 1of1 - View Al
“Effective Date  02/07/2023 “status | Active +
*Name [Pam Hayas “Contact Flag  Extemal Contact
Title

“Email Addross |phayﬂs@mzlh=nsn ady

Salutation Gode. Q
Salutation
“Praferred Communication Email & Print

Language Code  English

Persan D
Sava | Motity Add | UpdateiDisplay | Include History |~ Correct History

Step 5:In the Contact Customesection, click th&Customer ID Lookuputton.
Step 6:Enter the Customer ID number in tlistomer ICfield.
Step 7:Click theSearchbutton.

Step 8:Click theCustomer ID or Name hyperlink. This will populate the Customer ID field in the Link to
Contact to Customer section of the page.

Look Up Customer ID

25 | SOUTH CAROLINA

Halp New Window | Help | Personsiize Page
Contact Information Customer SetiD MSCAR
Contact Customers Customer D begins with
Contact SetiD  MSCAR ContactID  NEXT Name 1 | begins with
Contact Information fow Al
Clear | Cancel | Basic Lookup
Effective Date 0210712023 Namo  Pam Hayes Search Results
Link Contact to Customer Viee 100, LR
8 Q CustomerD  Name 1
Customer  Self Service Securty Joanne Callahan
Pl “Customer ID Customer Name “Location

MSCAR Q. [a] a E

Contact Information
Contact Phone and Type

| s | oty jory

MAR Job Aid 2025



Step 9:Click theLocation Lookugutton and select the corredtocationfor the contact. This will
populate the Location field in the Link Contact to Customer section of the page.

New Window | Help | Personalize Page
Contact Information
Contact Customers
Contact SetiD  MSCAR ContactiD  NEXT z
Look Up Location x
Contact Information Help flaw All
Customer SetiD MSCAR
Effective Date 0200772023 Name  Pam Hayes Casloenar 1) C3T0000000
Description _ begins with
Link Contact to Customer
5 Q
Search | Clear = Cancel | BasiLookup
Customer | Self Service Security
RS Search Results
et “Customer ID Customer Name “Location
SetiD View 100 12012
MSCAR Q CsTo000008 Q. Joanne Callahan E ABaens Sepetios ThRmes | DRSSO =
f v

Contact Information 2 345 Square Avenue
Contact Phone and Type
| save | Notify pory

Step 10:Click theSavebutton.

Cuslomrs ™

Woeklisl | i Home | Sign Out

UTH CARDLINA Nenteatin Bar
Naw Window | Help | Personalize Page
Contact Information
Contact Customers
Contact SetiD  MSCAR Contact ID NEXT
Contact Information Q| Tof1 | View All
Effoctive Date  02007/2023 Mama  Pam Hayas
Link Contact to Customer
5 Q 141 of 1
Customor | Self Servica Security
“Customer . Primary Bill  Primary  Primary Sold
e “Customer ID Customer Name Location = ShipTa =
MSCAR Q@ csTooDoDOs @ Joanne Callahan 18 999 Main Strest ] + -
Contact Information
Contact Phone and Type
IE] Notity Add | Updste/Display | Include History | Correct History

Step 11:Click theContact Phone and Typak at the bottom left of the page.

Favurloa = Main Morus ¥

Gustomars = 5 Gantact Informatin

Workist | fiHome | signour
SOUTHCARDLINA Notfcation  NavBar
HNew Window | Help | Parsonalize Page
Contact Information
Contact Customers
Contact SetiD  MSCAR ContactD CNT1&
Contact Information Q| 1of1 View All
Effective Date 0210772023 Name Pam Hayes
Link Contact to Customer
5 q ot
Customer | Self Service Sevurity
“Customer o Primary Bill  Primary  Primary Sold
Prers “Customer ID Customer Name Location = iy &
MSCAR CSTO0D000S Joanne Callahan 19, 809 Main Strest + -

Contact Information

(Contact Phone and Typs

Save | Motity Add | UpdateDisplay = Includs History  Correct History

MAR Job Aid 2025
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Step 12:0n this page, click thehone Type Lookuputton and select the appropriate type from the list.

XUTHCAROLINA

Contact Information

Contact Information

Contact Phone and Type
SotiD  MSCAR ContactID CNT18
Contact Information Q 1of1
Effective Date 0210712023 Name Pam Hayes

Contact Phone Information

5 Q 1ot
“Phone Type  Area Code Phone Number Extension Primary Phone
Contact Type Information

® Q 1001 | View A1
Contact Type Description

Q + -

Contact Customers

Add | UpdatoiDisplay  Include History

Look Up Phone Type x

Holp
Select one of the following values:

BUSN Business Phone

CAMP Campus Phone
CELL  Cefular Phone
DORM Dormitory Phone
FAX  FAX

HOME Home Phone
MAIN  Main

OTR  Other

PGR1 Pager 1

PGR2 Pager2

TELX  Telex

Cancel

New Window | Help | Personalize Page

Step 13:Enter theArea Codeand Phone Numbeiin the appropriate fields.

Step 14:Click theSavebutton.

Contact Information
Contact Phone and Type

Contact Information

Contact Phone Information

F Q

*Phone Type  Area Code

SeliD  MSCAR ContactID  CNT18

Q 1of1

Effactive Date 0210712023 Name Pam Hayss

-1af 1

Phone Number Extension Primary Phone

BUSN Q lﬁna | lm-un

Contact Type Information
® Q

ContactTyps  Description

Y

Contact Information

e

1101 | View an

Contact Customers

Add | UpdateDisplay = Includs History

| View an

Corract History

Mew Window | Help | Personalize Page

MAR Job Aid
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V. View Customer Contact Information for a Customer
Main Menu > Customers > Contact Information

Step 1:Under theFind an Existing Vagitab, clickthe Searchbutton.

Fawia = Main Mo S — Workist | fi Home | Sign Out

TS e 8
TH CARDUNA

=

Hew Window | Help
Contact Info

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

ind an Existing Value Add a Now Value

= Search Criteria

‘setip = MSCAR
Contact D begins with
Gontact Name  begins with
Customer SetlD _ begins with -
Customer 1D begins win

Customer Neme _ begins with

[include History () Correct History [ Case Sensitive
| s e s S i

Find an Existing Value | Add a New Value

Step 2:Scroll through the list at the bottorof the pageto see which contacts are assigned to a
customer.

Note: Qustomers can be sorted in ascending/descending order by clickinguktomer IDheader

Customers ™ 5 Cortact nformation B Woklist | g Home  Sign Out
v R ot seoe B Lo Sowen st o @
UTH CARDLINA
Customer Name  begins with
Olincluda History (] Carrect History () Caso Sonsitive
Soarch | Cloar | Basic Search [ Save Search Griteria
Search Resuts.
View A1 1180118
SetiD ContactiD Contact Name c«-nmrmb Customer Name
MSCAR CNT8  Kathy Blackbum  (blank) (blark) (btank)
MSCAR CNT1 Jane FUAT Testing MSCAR CSTO000001 Jane FUAT Testing 1.31.23
MSCAR CNT2 Backdate s Dus  MSCAR CST0000002 Backdated Customer
MSCAR CNT6 Pam Hayes MSCAR ©5T0000003 Salk FUAT 1
MSCAR CNT4 Kathy Blackoum ~ MSCAR ©5T0000003 Salk FUAT 1
MSCAR CNTS  Kathy Blackbum  MSCAR C5T0000004 BFT FUAT (1)
MSCAR CNT3  PamHayes MSCAR CST0000004 BFT FUAT (1)
MSCAR CNTT Pam Hayes MSCAR CST0000005 BFT FUAT (2)
MSCAR CNTS  Kathy Blackbum  MSGAR ©STO000008 SMT FUAT 1
MSCAR CNTI0  PamHayes MSCAR CSTO000008 SMT FUAT 1
MSCAR CNT12  Kathy Blackbum  MSCAR CST0000007 LANC FUAT (1)
MSCAR CNT11  PamHayes MSCAR C5T0000007 LANC FUAT (1)
MSCAR CNT14  Kathy Blackbum  MSCAR C5T0000008 LANC FUAT (2)
MSCAR CNT13  PamHayes MSCAR C5T0000008 LANC FUAT (2)
}uscm CNTI8  PamHayes MSCAR CST0000003 Joanne Callahan
MSCAR CNTI6  PamHayes MSCAR CSTO000010. Alken FUAT 1
MSCAR CNTI5  Kathy Blackbum  MSGAR CSTO000010. Alken FUAT 1
MSCAR CNTI7  PamHayes MSCAR CSTO000011 PH FUAT LANG (1)

MAR Job Aid 2025



Note: Each contact is assigned an ID
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Search Results

View All

SetlD ContactID Contact Name

1-18 of 18 -

Customer SetlD Customer ID Customer Name

MSCAR

CNT18

Pam Hayes

MSCAR

CSTO0000009 Joanne Callahan

Step 3:Click arapplicable rowto view additional Contact information.

Customer Name _ begins with -
Dlinclude History [ Gorract History  [)Case Sensitive

Search | Clear | Basic Ssarch O Save Search Criteria
Search Results
View Al 1-18af 18
SetiD ContsctlD ContactMame  CustomerSetiD CustomerlD CustomerName
MSCAR CNT&  Kathy Blackbum  {blank) (blank) (blark)
MSCAR CNT1 Jane FUAT Testing MSCAR CSTO000001 Jane FUAT Testing 1.31.23
MSCAR CNT2 Backdate s Due  MSCAR ©STO000002 Backdated Customer
MSCAR CNT8 Pam Hayes MSCAR CSTO000003 Salk FUAT 1
MSCAR CNT4 Kathy Blackbum ~ MSCAR CSTO000003 Salk FUAT 1
MSCAR CNTS  Kathy Blackbum  MSGAR CSTO000004 BFT FUAT (1)
MSCAR CNT3 Pam Hayes MSCAR CSTO000004 BFT FUAT (1)
MSCAR CNT7  Pam Hayes MSCAR CST0000005 BFT FUAT (2)
MSCAR CNTS  Kathy Blackbum  MSGAR CSTO000008 SMT FUAT 1
MSCAR CNT10  Pam Hayes MSCAR CSTO000008 SMT FUAT 1
MSCAR CNT12  Kathy Blackbum  MSCAR CSTOO00007 LANG FUAT (1)
MSCAR CNT11  PamHayes MSCAR CSTOG00007 LANG FUAT (1)
MSCAR CNT14  Kathy Blackbum  MSGAR CSTO000008 LANG FUAT (2)
MSCAR CNT13  Pam Hayes MSCAR CSTO000008 LANG FUAT (2)
MSCAR CNT16  Pam Hayes MSCAR CSTO000010 Alken FUAT 1
MSCAR CNT1S  Kathy Blackbum  MSCAR CSTO000G10 Alken FUAT 1
MSCAR CNT17  Pam Hayes MSCAR CSTO000011 PH FUAT LANC (1)

Step 4 On theContact Information page you will find the2 y (i | O

z

uQa

by clicking the Contact Phone and Type link.

Main Moru =

Sndphant numbeR N

Naw Window | Help | Personalize Fage
Contact Information
Maintain Contacts
Sefl MSCAR ContactiD  CNT18
Contact Information Q | of1 Viaw Al
“Effoctive Date 0200712023 “Status | Active ] +
*Name  Pam Hayes “Contact Flag  External Gontact
Title
*Emall Address [ phayss@maibox.sc.adu
Salutation Code Q
Salutation
*Praferred Communication  Email & Print
Language Code  English
Persan iD
Save | RetumtoSearch | PreviousinList | MNextinList | Notify Add | UpdatelDisplay  Include Histery ~  Correct History

MAR Job Aid
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VI. Creaingan Invoice
A customer can be invoiced once activated.
Main Menu > Billing> Maintain Bills > Express Billing

Step 1:ClickAdd a New Valugab.

Note: Business Unit should correlate to your Campus.

Nolfcation N
Hew Window | Help

Express Bill Entry

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

Find an Existing Valua Add a New Valua

' Search Criteria

Business Unit = SCAIK a
Inveice  begins with Q

Bill Status | =
Gustomer | begins with - Q

Contract  begins with -
Bills in Business Unit = Qa

Template Invoice Flag =

[JCase Sensitive

Search | Clear | Basic Search & Save Search Criteria

Find an Exisling Value | Add a New Value

Step 2:From the next screen, click tedd button.

Favorites ¥ Main Menu

— it oress
B | oveasirvor Advanced Search Bl Last Search Results
2 | SOUTHCAROLINA

Express Bill Entry

Find an Existing Value || Add a New Value

*Business Unit |[SCAK Q

“Invoice NEXT

Bill Type Identifier Q
Bill Source Q
Customer Q
Invoico Date =)

Find an Existing Value | Add a New Value

- ________________________________________|
MAR Job Aid 2025
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Step 3:0n the Billing General page, enter timvoicedate in thelnvoice Datefield. The invoice date is
typicallythe current date.

Step 4:Click theCustomer Lookuputton and select the appropriate Customer.

Billing ™ Maintain Bills ¥ Express Biling Waorklist #& Home Sign Out

Add To ~ ﬂ : @

25

NavBar

SOUTH CAROLINA Notifcation
| NewWindow | Help | Personalize Page

Billing General

Unit  SCAIK Invoice NEXT Pretax Amt 0.000
Bill Status NEW Q *Invoice Date | 02/07/2023
*Bill Type  AIK
CycleID MISC_AR *Frequency Once

~ Customer Information

*Customer E View Customer Activity

b Address

Step 5:Enter the customer ID in th€ustomerfield.
Step 6:Click theSearchbutton.

Step 7:Click theCustomerhyperlink to populate the Customer field on the Billing General page.

Favorites ¥ Main Menu ¥ Billing ¥ Maintain Bills ¥ Express Billing Worklist | 4 Home Sign Out

Look Up Customer AddTo v A (%)

- | SOUTH CAROLINA Notfcation  NavBar
| NewWindow | Help | Personalize Page

SetiD MSCAR

Billing General
Customer | begins with - |CST0000009
Unit SCAIK Invoice NEXT Name 1 |begins with -

Bill Status NEW. Q

“Bill Type  AIK I Search I Clear || Cancel | Basic Lookup

CycleID MISC_AR Search Results
View 100 1-10f1 -

¥ Customer Information
| Customer Name1 InterUnit

*Customer Q ST0000009| Joanne Callahan N Y

» Address

- ________________________________________|
MAR Job Aid 2025
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Step 8:In the Customer Information section, click teepandarrow next to Address to verify the

contact was added successfully. There should be a 1 in the *Attention To box and in the *Location box.

If either box is empty, the contact was not added successfully.

firess

“Attention To 1Q Contact Name |Doreen Michaels

*Location 1Q Number of Copies 1

Language Code ENG *Invoice Media | Email
Email Address doreenm@mailbox.sc.edu

Country  USA United States
Address 1 F.O. Box 889

Address 2
Address 3
city Lancaster

County Postal 29721

State SC South Carolina

Step 9:Click thelnvoice Mediadrop-down arrow and make the appropriate selection.

1 SelectEmailif you would like the system to email the invoice to the CustorffeRemember
no attachments can be added by the system.

1 SelectPrintif you would like to print/save the invoice and email the invoice to the customer to
include additional attachments.

~ Customer Information

*Customer CSTD0O000 Q View Customer Activity
Joanne Callahan

~ Address

*Attention To 19 Contact Name Pam Hayes

“Location 1Q

Number of Coples
Language Code ENG “Invoice Media [LALLLL!

Email Address  phayes@mailbox sc.edu

Country USA  United States
Address 1 ggg Main Street
Address 2

Address 3
City  Columbia
County
state g

Postal 29008
South Carolina

- ________________________________________|
MAR Job Aid 2025
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Step 10:Click thePayment Informationexpand arrow to update the Payment Terms.

Step 11:f you need to select a different Pay Terms option, clickithg Terms Lookuputton.

Step 12:Click thePayment Terms IRpplicable for this invoice.

Address 2
Address 3

County
state g¢

EPlymem Information

*Pay Terms | NET15

Paid Reference
Paid Amount

Letter of Credit ID

City Columbia

South Carolina

(=

Remit To SCDEP

0.00

*SetiD

| Search Clear

Search Results

View 100

Payment Terms ID

Look Up Pay Terms x

MSCAR
Payment Terms ID _ begins with -

Cancel | Basic Lookup

1-30f3 -

Description

IMMED

INET15

Letter of Cred [NET30

Due Immediately
Due in 15 Days

Due in 30 Days

Help

Step 13:n theHeader Detaikection, click théilling Specialist Lookuputton to select the Billing

Specialist.The Billing Specialist is linked to the Remit Address on the invoice. Carefully select your
campus/department Billing Specialist.

For the Columbia campuysplease use the Look Up option and search by department number to ensure
the correct Billing Specialist is selected.

~ Header Detail

*Accounting Date |09/03/2025

*From Date |09/03/2025

Sales Person MISCARO1

—CTeditATatystSEAR A

*Billing Specialist Q

System Source

Look Up Billing Specialist X
Help
SetlD SCCOoL
Billing Specialist | begins with
Name 1 | begins with ~

Cancel

Basic Lookup

MAR Job Aid 2025
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Step 14:n theBill Linessection, enter the *required fields:
91 Description,
1 Quantity,
1 and Unit price.

Favorites ™ | Main Menu ™ Biling ~ Maintain Bills ¥ Express Biling #& Home Sign Out
s v AddTo ~ Ja @
SOUTH CAROLINA Notification  NavBar

~ Header Detail
*Accounting Date 02/07/2023 ?E?\
*From Date 02/07/2023 = *ToDate 02/07/2023 =
Sales Person MISCARO1
Credit Analyst MSCAR_CA Collector MISC_AR
“Billing Specialist AK_BILL Q
Business Services
System Source
Lines to Add s+ = B [SRES] Max Rows 10 B &
Bill Lines
5 Q 1-10of1 - | View Al
Charge Details Line Information 13
Sel Seq Line *Description *Quantity *UOM *Unit Price Gross Extended AR Account  Revenue Account
O 1 Web Shooters | 25| EA Q 0.00 12004 Revenue Account - -
Go to: Header Notes ‘Accounting Distributions
Navigation  Billing General Page Series
Prev Next
| Save J Notify Refresh Add Update/Display

Step 15:Click thePlusbutton to add additional lines for billed items.

Favorites ¥ Main Menu ¥ Billing ¥ Maintain Bills ¥ Express Billing Worklist A Home Sign Out
] - s mne B O
SOUTH CAROLINA Notification  NavBar

*Accounting Date 02/07/2023 j
*From Date 02/07/2023 : *To Date 02/07/2023
Sales Person MISCARO1
Credit Analyst MSCAR_CA Collector MISC_AR
*Billing Specialist AK_BILL Q
Business Services
System Source
Lines to Add 54+ = B & & Max Rows o & &
Bill Lines
5 Q 1-20f 2 | View All
Charge Details Line Information  II»
Sel Seq Line l[;i;r:ﬁﬂer LookUp) *Description *Quantity *UOM *Unit Price AR Account  Revenue Account
(m] 1 Web Shooters 25.0000 EA Q 50.2500 12004 Revenue Account -
(] 2 02/07/2023 Fishing Nets | I 10| EA Q 12004 Revenue Account + -
Go to: Header Notes Accounting Distributions
Navigation  Billing General Page Series
Prev Next
Save | Notify Refresh Add Update/Display

MAR Job Aid
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Step 16:To add your chartfield information, click tfevenue Accounink.** Rememberg this should
be a revenue account. The MAR Clearing Account should NEVER be used for invoicing.

Note: Different chartfields can be added for each line when applicable.

Favorites ¥ Main Menu ¥ Billing ¥ Maintain Bills ¥ Express Billing Worklist # Home Sign Out
8 s e s wo- B O
24 | SOUTH CAROLINA Notification  NavBar

*Accounting Date 02/07/2023
*From Date 02/07/2023 *“To Date  02/07/2023 |

Sales Person MISCARO1
Credit Analyst MSCAR_CA Collector MISC_AR
*Billing Specialist AK_BILL Q

Business Services
System Source

Lines to Add 5 = B [SREES) Max Rows 10 B &
Bill Lines
5 Q 1-20f2 - | View Al
Charge Details Line Information 1>
Sel Seq Line entifier Look U +pggcription *Quantity *UOM *UnitPrice AR Account  Revenue Account
o 1 Web Shooters 25.0000 EA Q 50.2500 12004 + -—
(m) 2 02/07/2023 Fishing Nets 10 EA Q 15.30 12004 Revenue Account 4+ -
Go to: Header Notes Accounting Distributions
Navigation  Billing General - Page Series
Prev Next
Save ; Notify Refresh Add Update/Display

Step 17:Before entering the chartfielthformation for each billed item, click théiew Alllink so that
you can enter the chartfield information for each one if there are multiple.

Billng ¥ Maintain Bills ¥ Express Biling Workist | i Home Sign Ou

OF All ~ gearch Advanced Search AddTo = o @
CAROLINA Notification NavBa

New Window | Help | Personalize Pag|

Billing General Accounting Distributions
Unit  SCAIK Bill To  CST0000009 Pretax Amt 140925 USD
Invoice NEXT Joanne Callahan @@ &5 Max Rows 10 B =
Bill Line Q | 4 4 20f2-
Seq 2 Line Net Extended  153.00

Description  Fishing Nets

~ Revenue Distribution

Bl Creates GL Acct Enlries

Revenue
B Q t10f1 - | View Al
Acetg Information Reference Information | Iy
Oper Unit Dept Fund Account Class Sﬁ:“"““’ Project Activity
+ - Q Q Q Q Q Q Q Q
Percent 0.00 Amount 0.00 Gross Extended 153.00
Goto Tax Accounting Distributions Discount/Surcharge Notes

- ________________________________________|
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Step 18:Enter theChartfieldstring for each billed item.

Note: Be sure you are associating the correct chartfield to the correct item if using different accounts.

Favorites ¥ Main Menu ¥ Billing ¥ Maintain Bills Express Billing Workiist | #i Home Sign Ou

wemsiry or Al - Search B Advanced Search AddTo = Ja @
THCAROLINA

Notification ~ NavBa|

Bill Line Q | 1-20f2 - | View 1
Seq 1 Line Net Extended  1,256.25
Description Web Shooters
¥ Revenue Distribution

Bl Creates GL Acct Entries

Revenue
5 Q 1-10f 1 - | View Al
Acctg Information Reference Information | I+
o PC Business
per Unit Dept Fund Account Class Unit Project Activity
+ = | AKooo Q 911164 Q E2084 Q 40400 Q 301 Q a Q Q
Percent 0.00 Amount 0.00 Gross Extended 1,258.25
Seq 2 Line Net Extended  153.00

Description  Fishing Nets

¥ Revenue Distribution

Revenue

Step 19:f applicable, scroll down to add the chartfield information for the second billed item.

Favorites ¥ | Main Menu ¥ Billing ~ Maintain Bills ¥ Exprass Billing Worklist #& Home
s s e 0
DUTH CAROLINA Noification
Percent 0.00 Amount 0.00 ross Extended 1,256.25
Seq 2 Line Net Extended 153.00
Description  Fishing Nets
¥ Revenue Distribution
Revenue
5 Q 1-10f1 - I View Al
Acctg Information Reference Information (113
o PC Business -
per Unit Dept Fund Account Class Unit Project Activity Pn
+ = | AKoo0 Q 911164 Q E2084 Q 40400 Q 301 Q Qa Q Q
Percent 0.00 Amount 0.00 Gross Extended 153.00
Goto: Tax Accounting Distributions Discount/Surcharge Motes
Page Series
Mavigatien  Accounting - Distributions Prev  Next
Save | Notify Refresh Add Update/Display

MAR Job Aid 2025
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Header NotesandLine Notescan be added to an invoice for a variety of reasons. A Header Note should
be added to elaborate on billing details, to note special payment agreements, etc. Line Notes can be
added to indicate something particular about a billed item or service.

Step 20:To add &Header Note click theNavigationdrop-down arrow and seledtieader¢ Note from
the list.

Workiist | # Home | SignOut

AT @

Billing ¥ Maintain Bills ¥ Express Biling

All ~ search Advanced Search AddTo ~
Notificaion  NavBar

Bill Line Q | W 4 zof2- | View All
Seq 2 Line Net Extended 153.00
Description  Fishing Nets
¥ Revenue Distribution
Bl Creates GL Acct Entries
Revenue
H Q 1-10f1 + | View All
Acctg Information Reference Information 113
Oper Unit Dept Fund A PG Business  project Activity
Billing General
+ = AK0DD Q 911164 Q E2084 O, 4 Courtesy Copy Addr Q Q Q
Disc/Surch Contract Liability
Disc/Surcharge
Disc/Surcharge Distribution
Percent 100.00 Amount 153.00 Header - Credit Card 153.00
He Note
Header AR Distribution
Line - Note
Goto: Tax Accounting Distributions Line - Tax info Notes
Line - VAT Info Page Series
Navigation | Accounting - Distributions |j| Prev Next
| Save Notify Refresh Add Update/Display

Step 21:Enter aBill Header Notdn the Note Textbox and click th&avebutton.

Workist | fif Home | SignoOut

wne DT @

Favorites ™ | Main Menu ¥ Billing Maintain Bills Expross Biling

or ol | A T - | Seard Advanced Search
HCAROLINA M Notfication ~ NavBar

New Window | Help | Personalize Page
Billing General Header - Notes
Unit  SCAIK Bill To CST0000009 Pretax Amt 1,409.25 USD
Invoice NEXT Joanne Callahan Customer Notes
Bill Header Notes Q 1of1 - I View All
Standard Note Flag Std Note + -
Internal Only Flag Note Type
Note Text: )
If applicable, enter additional information hers. =
205 characters remaining
Goto: Header Notes Accounting Distributions
Navigation Header - Note E Page Series
Prav Next
Notify Refresh Add Update/Display
Billing General | Header - Notes

MAR Job Aid 2025
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Step 22:To add &Bill Line Note click theNavigationdrop-down arrow and seledtine-Note from the

list.

Favoritas
SOUTHCAROLINA
Billing General

Unit  SCAIK
Invoice  AKDOO00002

Bill Header Notes
Standard Note Flag
Internal Only Flag

Note Text:

205 characters remaining

Goto:

| save J Notify | Refresh

Main Menu ¥ Billing

Header - Notes

If applicable, enter additional information here.

Bill To CST0000009 Pretax Amt 1,409.25 USD
Joanne Callahan Customer Notes
Qo 1of1 - | View Al
Std Note =
Note Type CUSTNOTE
Customer Note
&
Accounting - Distributions
Billing General 4
Courtesy Copy Addr
Disc/Surch Contract Liability
Header Notes Disc/Surcharge
Disc/Surcharge Distribution
Header - Credit Card
Navigation + Header - Note Page Series
Prev Next

Maintain Bills ~

All « Search Advanced Search

New Window | Help | Personalize Page

ax info
Line - VAT Info

Add Update/Display

Step 23:Enter aBill Line Notein the Note Textbox and click th&avebutton.

Favorites

SOUTH CAROLINA

Main Menu = Biling = Maintain Bills ¥ Expross Biling Workdist

# Home | SignOut

o Q@

Notification  NavBar

All = Search Advanced Search

New Window | Help | Personalize Page

Billing General Line - Notes
Unit SCAIK Bill To CST0000009 Pretax Amt 1,408.25 USD
Invoice  AKDO0D00DZ Joanne Callahan = & Max Rows 10 B 3
Bill Line Q | M 4 20f2- | View All
Seq 2 Line Net Extended  153.00
Description  Fishing Nets
Bill Line Note Q 1ol 1 | View All
Standard Note Flag Standard Note Code + -
Internal Only Flag Note Type
Note Text
If appli enter here. &
£
205 characters remaining
Go to: Tax Accounting Distributions Discount/Surcharge Notes
Page Series
Navigation | Line - Note . Prov Next
Notify Refresh Add Update/Display

MAR Job Aid
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Sales tax should be added for all taxable goods and servite®Rememberg contact the MAR team
with any questions about adding sales tax.

Step 24:To add sales tax for all taxable goods and services, return tBilliey Generapage by clicking
the Billing Generatab.

Favorites ¥ Main Menu ¥ Billing * Maintain Bills ™ Express Billing Worldist & Home Sign Out

- D7 @
i | SOUTH CAROLINA Nolification  NavBar

New Window | Help | Personalize Page

Billing General Line - Notes
Unit SCAIK Bill To CST0000009 Pretax Amt 1.409.25 USD
Invoice AK0D0DD00Z Joanne Callahan =& Max Rows 10E B
Bill Line Q | WM 4 20f2- | View All
Seq 2 Line Net Extended 153.00
Description  Fishing Nets
Bill Line Note Q | 1ol 1 | View All
Standard Note Flag Standard Note Code + -
Internal Only Flag Note Type
Note Text
If i iti i &
enter 1 here.

A
205 characters remaining
Go to: Tax Accounting Distributions Discount/Surcharge Notes
Page Series
Navigation | Line - Nole . Brev Next
Save Notify Refresh Add Update/Display

Step 25:n the Bill Lines section, click therow symbol next to the Line Information tab to view
additional fields.

Favorites ¥ Main Menu ¥ Billing ¥ Maintain Bills ¥ Express Billing Worklist A& Home Sign Out
8 | oxversiry or Advanced Search AddTo + L (%3]
%% | SOUTH CAROLINA Notification  NavBar

*Accounting Date 02/07/2023
*From Date  02/07/2023 *To Date  02/07/2023 [

Sales Person MISCARO1
Credit Analyst MSCAR_CA Collector MISC_AR
*Billing Specialist AK_BILL Q

Business Services
System Source

LinestoAdd 5 + = B B & MaxRows 10 B E
Bill Lines
5 Q 1-20f2 - | View All
Charge Details Line Information E
Sel Seq Line *Description *Quantity *UOM *Unit Price Gross Extended AR Account :::::::
(m] 1 Web Shooters 25.0000 EA Q 50.2500 1,256.25 12004 40400 + -
o 2 Fishing Nets 10.0000 EA Q 15.3000 153.00 12004 40400 + -
Go to: Header Notes Accounting Distributions
Navigation  Billing General . Page Series
Prev Next
Save Notify Refresh Add Update/Display

- ________________________________________|
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Step 26:Scroll to theTax Codédield.

Favorites ¥ Main Menu Biling ¥ Maintain Bills ¥ Express Billing Worklist A Home Sign Out

[ - s JEEEE - B O
UTH CAROLINA Notification NavBar

*“To Date 02/07/2023
Collector MISC_AR
Q
ices
3 B & Max Rows 10 B8 2
*Quantity *UOM *UnitPrice  Gross Extended AR Revenue ;0 1ype Accumulate From Date Through Date Tax Code jia
Account Account Exem|
Is 25.0000 EA Q 50.2500 1,256.25 12004 40400 REV Q 02/07/2023 D 02/07/2023 :‘ E 0O
10.0000 EA Q 15.3000 153.00 12004 40400 REV Q 02/07/2023 02/07/2023 [£53] Q [m)
Header Notes Accounting Distributions
Navigation  Billing General - Page Series
Prev Next

Step 27:Click theTax Code Lookubutton to select the appropriate county code for your
campus/department. Add the Tax Code to all applicable billing items. Be sure to cli&avizutton
once the Tax Code field is populated.

Main Menu ¥ Billing ¥ Maintain Bills ¥ Express Billing Worklist #& Home Sign Out
Look Up Tax Code AT yal (%)
Notification NavBar
] “SetiD MSCAR
(o D0z 07/2023 Tax Code  begins with ~
Collector MISC_AR  Search | earch | Clear = Cancel | BasiclLookup
a Search Results
ices View 100 121021 -
Tax Code Description
hns1 002  Misc AR Aken County
MS1003 Misc AR Allendale County
MS1007 Misc AR Beaufort County
MS1009 Misc AR Calhoun County
o MS1010 Misc AR Charleston County -
*Quantity *UOM *UnitPrice GrossE MS1022  Misc AR Georgetown County From Date Through Date Tax Code Ex'.‘:
MS1023  Misc AR Greenville County
ks 250000 EA Q 50.2500 MS1032  Misc AR Lexington County 02/07/2023 02/07/2023 E O
100000 EA  Q 15.3000 WS10405 <5 [ Miso R IKchiend Gouly 02/07/2023 02007/2023 Q O
MS1041 Misc AR Saluda County
Header Notes Accounting Distributions
MS1042 Misc AR Spartanburg County
1
Navigati il
S5 Sing Gacer=l MS1044  Misc AR Union County
MS2015  Misc AR Allendale Town
MS2074 Misc AR Beaufort Bluffton

- ________________________________________________________________________________________]
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Before updating the Bill Status, always review the invoice details for accuracy by uskejaled
Contentwhich can be found at the top right of the screen.

Step 28:Click theRelated Contentirop-down arrow.
Step 29:Click theBilling Detailsoption.

Step 30:The Bill Lines query populates at the bottom of the Express Bill page. Be sure to pay attention
to the following:

Line Amounts

Total Invoice Amount
Chartfield Information
Tax Code and Description

=A =4 =4 =4

Express Biling Workiist | #¢ Home Sign Out

wme D@
Natfication  NavBlar
Relatad leanﬂ\ New Window | Help | Personalize Page

Billing General
Unit  SCAIK Invaice AK00000002 Pretax Amt 1408.25 USD
Bill Status  NEW Q “Invoice Date | 02/07/2023
“Bill Type  AIK
CycleID  MISC_AR “Fraquency Once

~ Customer Information

*Customer CST0000009 Q View Customer Activity

Joanne Callahan

¥ Address
*Attention To 1Q Contact Name Pam Hayes
*Location 1Q Number of Coples 1
Language Code  ENG “Inveice Media Print
Email Address  ohaves@mailbox sc.edu
~ Related Content Billing Details et

SC_BILLING_DETAILS_RC- SC Billing Dtl Related Content

Download results in:  Excel SpreadSheet CSV Teat File XML Fie (1kb)

View &1 Firsl 12012 Last
BUSSSS G inwsios  Imvsics  Dus Customer _ Ling g |Operating ro] Cost CromtodBy Croated By Employes [ Tax Tax
P Uk woe vt D D O S L pesten ™ iy | s | 22 Ut Oeparent Fund Account il Busness Project Ay G By CULLBr Eoecme | LR
Pam Sharome Misa AR
1 SCAK NEW  AKO0000002 02/07/2023 CSTMDDMQH o AXDDD 911164 E2084 40400 301 SHARONNE Cah /A50304230 |MS1002 Aiken
fayes i Haen
3 SCAK  NEW AKOOOONGZ 02072023 CSTGOODOOE o, hwooo  etmies  E2084 40400 301 SHARONNE ST asg394739

MAR Job Aid 2025
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Step 31:Click the threevertical dotsto close the Billing Details query before updating the Bill Status to
RDY.

Main Menu = Biling™ > W sv > Expressiling Workis ome | Sign Out

icors  FUAT N - ‘ 4

Notification  NavBar

Related Content v | New Window | Help | Personalize Page

Billing General
Unit  SCAIK Invoica  AK00000002 Pretax Amt 1409.25 USD
Bill Status  NEW Q "Invoice Date | 02/07/2023
“Bill Typs  AIK
CyclelD MISC_AR “Frequency Once

~ Customer Information

*Customer CST0000009 Q View Customer Activity

Joanne Callahan

¥ Address
“Attention To 1Q Contact Name Pam Hayes.
*Location 1Q Number of Coples 1
Language Code ENG “Invoice Media Print

Email Address  ohaves@mailbox sc.edu

~ Related Content Billing Details c E

SC_BILLING_DETAILS_RC- SC Billing Dtl Related Content

Download results in:  Excel SpreadShest CSV Text Flle XML Fie (1 kb

Viow A1 Finst 12012 Last
Business gy jwaie | hweice | D Customer Lina  Line vt Une U™ yom  Accounting Opsrating L3 Cost CrealedBy CrastedBy Employss  Tax Tax
Row U oM WS DO O cumeners O (L e O S Al T i M OPU oopunen urd Accou Gl Buness ojcthey L GOSN SR o M,

Pam Web Sharonne Mz AR
TSCAK  NEW AKOOODDOOZ 0207223 CSTOO0DODS [, 1 e . 250000 502500 1256250 0.000 1408250 (20772029 AKODD  ST1I64  E2084 40400 301 sHARONNE ST \sgsaarsg w1002 Aien
County
2 ScAK  wew AKIOOODOZ 02072023 csToooooas Fam, 2FEN19 100000 153000 155000 0000 1408250 27023 AKODD  STMIG4 2084 40400 301 staronnE ST us050a0m0

Step 32When all billing information has been reviewed and finalized, cliciBtlieg Status Lookup
button to change the status frolNEWto RDY Click theSavebutton once the status is updated.

Main Menu Biling ¥ > MaintainBils ¥ > E ling Workiist | i Home | SignOut

AddTo = 0

SOUTH CAROLINA i & Notifcation  NavBar

| NewWindow | Help | Personalize Page
Billing General

Look Up Bill Status x
Unit  SCAIK Invoice  AK00000002 Help PP

Select one of the following values:
Bill Status NEW E

*Bill Type  AIK

CAN Canceled

FNL  Finalized Bill
CycleID MISC_AR HLD Hold Bill

INV  Invoiced Bill
¥ Customer Information

NEW New Bill

*Cust 4
ustomer CST0000009 Q PND  Pending Approval o

Joanne Callah:
£ Callshan RDY Ready to Invoice

TMP  Temporary Bill

v Address
*Attention To 1Q
TMR Temporary Ready Bill =

.
Location 1Q Caal

Language Code ENG

MAR Job Aid 2025
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Step 33:Notice thelnvoicenumber is populated, and Bill StatuRBY

Favorites Main Menu ¥ Maintain Bills ¥ Express Biling orklis A Home Sign Out
e ] - - : B &
SOUTH CAROLINA Notification NavBar

| NewWindow | Help | Personalizs Page
Billing General

Unit  SCAIK Invoice  AKODDOOD02 Pretax Amt 1,400.25 USD &
Bill Status RDY QI *Invoice Date  02/07/2023
*Bill Type AIK

CycleID MISC_AR *Frequency Once

¥ Customer Information

*Customer CST0000009 Q

View Customer Activity
Joanne Callahan

~ Address
*Attention To 1Q Contact Name Pam Hayes

*Location 1Q Number of Copies 1

Language Code ENG
Email Address phayes@mailbox.sc.edu
Country  USA United States

Address 1 ggg Main Street
Address 2

Step34b 26 GKIFG | ff
submit the invoice. To do this click thevoiceicon at the top right of the page.

Favorites Main Menu ¥ Maintain Bills ¥ Express Biling

# Home | SignOut

TN - - L.
OUTH CAROLINA Notification  NavBar

| NewWindow | Help | Personalize Page
Billing General

Unit  SCAIK Invoice  AK00000002

Pretax Amt 1,409.25 USD

Bill Status  RDY Q *Invoice Date (2/07/2023

"Bill Type  AIK

CycleID MISC_AR *Frequency Once

¥ Customer Information

*Customer CST0000009 Q

View Customer Activity
Joanne Callahan

~ Address
*Attention To 1Q Contact Name Pam Hayes

*Location 1Q Number of Copies 1

Language Code ENG
Email Address phayes@mailbox.sc.edu
Country  USA United States

Address 1 ggg Main Street
Address 2

- ________________________________________________________________________________________]
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Step 35Click theOKbutton when the Success Message appears.

Invoicing initiated successfully. No further changes to this bill will be allowed during Bill Entry.

User has selected to invoice this bill. Once invoicing is initiated against a bill, you cannot perform any additional add or

update action on the bill while still in Bill Entry.

After a few minutes, an invoice can be viewed and saved using the following steps.
Navigate to:Main Menu > Billing > Locate Bills > Bills Invoiced

Step 36:Click theUnit Lookupbutton and select the unit for your campus.

Look Up Unit
Business Unit _begins with - | |
[ Soarch | clear | cancel | BasicLooup

O
MAR Job Aid 2025
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Step 37:0n the Billed Invoice page, click tH® Lookupbutton to select the appropriate customer.

Step 38:Enter the customer ID in theustomerfield.
Step 39:Click theSearchbutton.

Step 40 Click the link for the customer to populate tH® field on the Bills Invoiced page.

Favorites Main Menu ™ Biling™ > LocaleBils ™ > BillsInvoiced [ Warklist #& Home Sign Out

UTH CAROLINA

New Window | Help |

Bills Invoiced Look Up ID X
*Unit SCAIK Q “Currency Option  Transaction Currency 3 Help
“8ill To | Customer ] D E Business Unit SCAIK
Customer  begins with -
5 ® E & E

Mame 1  begins with -

Bill Search Results

B Q Clear Cancel  Basic Lookup
Details References | II»
seeren | Search Results
Template View 100 1-10f1 -
Select Type Status Source Invoice Invoica Flag Invoice Date
Customer Name 1
El [csTo000009  Joanne Caliahan |

Summary Header Info 1 Address Copy Address

Line Info 1 Tax Accounting Discount/Surcharge

Step 41.Click theSearchbutton.

Favorites ™ Main Menu ™ Billng ¥ > LocaleBills ¥ > Bills Invoiced 8] Workiist | i Home Sign Out

Al ~ Search Advanced Search B, Last Search Results AddTo = JaS @
Notification NavBar

¥ | SOUTHCAROLINA

Bills Invoiced
“Unit  SCAIK Q

“Bill To Customer

*Currency Option  Transaction Currency

"D CST0000009

New Window | Help | Personalize Page

Sl = E 0.000/ 000
Bill Search Results
5 Q 1-10f1 - | view Al
Details References | IIb
- Template o Invoice
Select Type Status Source Invoice Invedes Flag Invoice Date Pt Currency Created By
D 0.000
Summary Header Info 1 Address Copy Address Header Notes
Line Info 1 Tax Accounting Discount/Surcharge Line Notes Line Search
ste P

MAR Job Aid
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Step 42:n the Bill Search Results section, clicklthmicelink.

Favoritas ™  Main Menu ¥ Biling ™ > Locate Bills st | # Home Sign Out

T @

AddTo = -CL

Notification NavBar

CAROLINA

New Window | Help | Personalize Page
Bills Invoiced
*Unit SCAIK Q “Currency Option Transaction Currency
Search
*Bill To  Customer Y ‘ID  CST0000009 Q
5 ¥
1 To 1 of 1 1,621.99/ 1,621.99
Bill Search Results
5 Q 1-10f1 - | View All
Details References 113
Template Invoice
Select Type Status Source Invoice Invoice Flag Invoice Date Amount Currency Created By
0 AlK INV 02/07/2023 1,521.99 USD JOANNEC
Summary Header Info 1 Address Copy Address Header Notes
Line Info 1 Tax Accounting Discount/Surcharge Line Notes Line Search
Notify Refresh

Step 43:Click theView Invoice Imagdink to view/save the invoice.

Favorites ™ Main Menu ™ Biling ¥ > Locate Bilis Bills Invaiced Details Worklist | i Home Sign Out

B oot B Lt S s ame A @
SOUTH CAROLINA

MNofification  NavBar

New Window | Help | Personalize Page

Header - Info 1 Line - Info 1
Unit  SCAIK Invoice  AK00000002 Invoice Amt 1,521.99 USD b
Status  INV Invoice Date  02/07/2023 CycleID MISC_AR
Type AIK Source Frequency Once
Customer  CST0000009 SubCusti SubCust2
Joanne Callahan
Invoice Form XMLPUB From Date  02/07/2023 To Date 02/07/2023
Accounting Date  02/07/2023 Pay Terms  NET15 Pay Method,
RemitTo SCDEP Bank Account  AIK
Sales MISCARO1 Bill Inquiry Phone
Credit MSCAR_CA Collect MISC_AR
Billing Specialist AK_BILL Billing Authority
Business Services
Go to: Header Info 2 Address Copy Address Notes
Summary Commit Cntrl
Page Series
Bill Search Line Search Houder - Irfc1 | | v Ne
Return to Search Notify Refresh

Header - Info 1 | Line - Info 1

MAR Job Aid 2025
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02072023
A k UorSC INVOICE
INVOICE # INVDICE DATE
Ursvarsity of South Canrolina - Adan ARDODO0002 (L E e
Busiress Sansices Cifice
AT1 Uniarsity Parosay
Adkan, 5C 20801
BILL TO CUSTOMER ID TERMS
Joanne Callahan CETONN0008 MET15
B9 M Strasal
Columbia SC 23208 DUE DATE: ozeaeoes
Lirulin? Staned
H applicable, enter additional inlorrmation hene.
DESCRIPTION aTyY UNIT PRICE AMOUNT
Wob Shooters fae] £50 25 £1 258 25
Add nola hare @ applcabls
Fishineg Mats 10 §15.30 $153.00
¥ apphcable, enler sddiional inlomaton e
SUBTOTAL $1,400.25
Sakeg Tax £112.74
Thank you for your business! TOTAL §1.521.88

FPloase provide the imsoice number on the paymaent.
Electronic Payment Information

Bariing Institution Wadls Fango Banic, M
Actounl Nafme Coniralar's Daposil Swoap Actounl
Deposiior Accouni Humber  207ES00430262 (Chacking)
Raouting Murmbsse 120 DOCEh
Swilt Numbar WFBIUSES, {Inlnmateonal Wires Oinky)
Ramil Emal Address MISCARE mallbos. 6 ad
For Blliing guestions please contact us:
Business Services
(B0 E1-3543

Creating a Deposit

Depositing Requirements

T

T
1
T

Your assigned campus/departmedAR Clearing Accourgthe entire string- should be used
for all MAR deposits.

The invoice must be attached.

The invoice number must be provided in the Deposit Reference field.

MAR deposits should not be combined with other types of depadit®se using different
accounting strings.

Main Menu > USC Enhancements > USC Regular Deposit > USC Regular Deposit

MAR Job Aid 2025
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Step 1:Click theAdd a New Valugab.

Favoritas ¥ Main Menu ¥ SC . SC o USC Regular Deposit Worklist #& Home Sign Out

@

I - oo 0
UTH CAROLINA

Notification NavBar

New Window | Help
USC Regular Deposit

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

*Deposit Unit

Deposit ID

Accounting Date

Bursar Acceptance

Posted Date

Cashier ID

Bursar Status

Entered By

Prepared by(Last Name)

Control Total

Department

Receipt Number

- SCAIK

begins with - ||

begins with -

begins with -

begins with -

begins with -

begins with -

[ Case Sensitive

Step 2:Click theAdd button.

Favorites Main Menu = USC Enhancements * Regular Deposit egular Deposit #& Home Sign Out

All ~ search Advanced e Add To ~ Dt @
Notification NavBar

New Window | Help

USC Regular Deposit

Find an Existing Value Add a New Value

*Deposit Unit  SCAIK

DepositID NEXT

Find an Existing Value | Add a New Value

MAR Job Aid 2025
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Step 3:0n the USC Regular Deposit add the following information:
1 Entry Operator Dept
1 Deposit Amount
1 SelectPayment Typdrom drop down.
1 AddAmount
1 Use thet+ Plus button to add additional payment types and amouhiste: All payment types
should equal the Deposit Amount.

Favorites Main Menu ¥ USC Enhancements ¥ USC Regular Deposit ¥ USC Regular Deposit Worklist A Home Sign Out

B | srmene I S -~ > st 8O
2% | SOUTH CAROLINA

Notificaton  NavBar

New Window | Help | Personalize Page
USC Regular Deposit

For Bursar Use Only:

Bursar Acceptance  TouchNet Receipt(s)

Deposit Unit:  SCAIK Deposit ID:  NEXT Status: Work In Progress

Miscellaneous / Direct Journals
Payments:

Payment ID: NEXT Delete Deposit

Create/Modify Accounting Entries

Accounting Date:  02/07/2023 Deposit Reference

Email ID  Sharonne.Calvin@usca.edu Hand Receipt Number Range(s)
Prepared by(Last Calvin,Sharonne Print
Name)
Attachment(0)
*Entry Operator |910000 Q AK AIKEN
Dept:
Deposit Count: 1 Deposit Amount: [1521.99 Balance: Not Balanced Status: Pending Transaction
5 Q 1-10f1 -
*Payment Type: Amount

| Save ! Notify Refresh Add Update/Display

MAR Job Aid 2025
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Step 4:Click theDeposit Referencdink to provide the invoice number, along with other related

information.

Favorites ¥ Main Menu ¥ USC Enhancements ¥

| SOUTH CAROLINA

USC Regular Deposit

Deposit Unit:  SCAIK Deposit ID:  NEXT

Miscellaneous / Direct Journals
Payments:

Payment ID: NEXT

Accounting Date:  02/07/2023
Email ID  Sharonne.Calvin@usca.edu

Prepared by(Last Calvin,Sharonne
Name)

*Entry Operator 910000

Q AK AIKEN
Dept:

Deposit Count: 1 Deposit Amount: 1521.99

5 Q
“Payment Type:

1 Checks

| save | Notify Refresh

USC Regular Deposit ¥

Bursar Acceptance TouchNet Receipt(s)

USC Regular Deposit

Al v Search Advanced Search

For Bursar Use Only:

Status: Work In Progress

Delete Deposit
Create/Modify Accounting Entries
land Receipt Number Range(s)
Print

Attachment(0)

Balance: Not Balanced Status: Pending Transaction

1-10f1 -
Amount

1521.99 + -

Add Update/Display

Workiist | 4 Home | SignOut

AddTo ~

L @

Notification  NavBar

New Window | Help |

Personalize Page

Step 5:Enter the invoice number and additional comments if applicable irDiygosit Referencéox.
Click theOKbutton to return to the Deposit page.

Favoritas ¥ Main Menu ™ USC Enhancet
SOUTH CAROLINA

USC Regular Deposit

USGC Regular Deposit

All ~ search B Advanced

For Bursar Use Only:

Deposit Unit: SCAIK DepositID:  NEXT

Miscellanecus / Direct Journals
Payments:

Payment ID:  NEXT

Accounting Date:  02/07/2023
Email ID  Sharonne.Calvin@usca.edu

Prepared by(Last Calvin,Sharonne
Name)

‘Erlll'yGFBEl’zel:lf 910000 S AKAIKEN

Deposit Count: 1 Deposit Amount: | 1521.99

Help

Deposit Unit  SCAIK Deposit ID  NEXT

Refresh

insaction

New Window | Help |

Sign Out

NavBar

Personalize Page

MAR Job Aid

2025
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Step 6:Click the Attachment link to add a copy of the invoice (required) and other related documents.

Step 7:Click theSavebutton on the USC Regular Deposit page before continuing.

Favorites ¥ Main Menu ™ USC Enhancements ¥ > USC Regular Depo: C Regular Deposit Worklist #& Home | signout

Billing ~ h Adva d Search Last Search Results
e~ R e O @

@ SOUTH CAROLINA Nofifcafons  NavBar

SCAIK 14869
Miscellaneous / Direct Journals

Payments:

Payment ID: 1486911062025 Delete Deposit

Create/Modify Accounting Entries

Accounting Date:  11/06/2025 Deposit Reference

EmailID MGTODD@mallbox.sc.edu Hand Receipt Number Range(s)
Prepared by(Last Marjorie Todd £
Name) Attachment(0)
910000 Q
*Entry Operator AK AIKEN
Dept:
Deposit Count: || Deposit Amount: |1521.99 Balance: Not Balanced Status: Pending Transaction
] ‘ Q T o
‘Payment Type: Amount
1 Checks v 1521.99)| e —

Notify Add Update/Display

Step 8:Click theCreate/Modify Accounting Entrieink to add accounting lines

- ________________________________________________________________________________________]
MAR Job Aid 2025



