GBA Helpful Hints #7
Cancelling a entire GBA billing document that was posted in FMIMI

Step 1: Log into GBA with eAuthentication

| | Quick Search Message Center
Create Bill
BD Number:
No results were found.
Search
_OR- Audience: I <Al VI First Prev -Page 1 of 1 - Next Last
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Admin

Message Center search
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Shorthand Code @) () (23) (200) (0) (1)
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Bill Bill Customer | GBA FRIMI ) Last Update ) aot updated
Welcome, Denise \Action(BD Number| e | e Name Status Status Billing FO Davte By
FGIS - League Schwemer,
Gl ling licath [ fel I .| il . - N
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Step 2: Click on the Processed tab to find GBA document you wish to cancel or type the BD Number in the Quick Search
box.

Step 3: Click on the Magnifying icon in the Action column to view the bill.

Quick Search Message Center

BD Number:

No results were found

Auqience:|<)’-\ll> vl First | Prev -Page 1 of 1 -| Next | Last
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Search
Recently Worked Open Pending Submitted / Cancelled Rejected
2) (2) (0) (23) (0) )]

Showing Results 1 - 10 of 200
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Action(BD Number ooz || S Customer Name Status | Status Billing FO meev“ed
) |12Lco10002|coD $40.00|GARZAL SADECV  |Processed E?f'ié League City Field |11 12
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Step 4: Click on the Re-Open button at the bottom of the screen. (Re-Open option is only available for Field Admin

and/or System Admin. Once an Admin Re-Open’s the bill it can be saved for the clerk to access for modification or
cancellation.)

GIPSA Billing Document

@ Back to Dashboard @
Bill Information
BD Humber: 12H0100004 FMMI Ver. # 2 [View Hiztory]
Bill Type: FRKI GBA Status: Processzed
Billing FO: FGIS - New Orleans Field Office FMMI Status: Posted
Customer Name: ADM Customer # 3002002
Customer Address: PO Box 620 DECATUR, IL 62525-1806
Bill Comments: |c-5= testing ;I
=
Line Hems:
Action| # | Shorthand Code Date of Service |Rate Code| Rate |Units|Amount| Line Description
=y |2 1ZX04050R52GRFO0TOOFOELEZZ  |10/7/2011 G245 $53.200| 875 2581.80[=zcale testing
Total: $561.60

Save Re-Open

Step 5: Click OK to re-open the bill

Windows Internet Explorer x|

:{) Are you sure you want to re-open the current bill?
( oK p Cancel |

Step 6: Click OK on the confirmation popup

{ Windows Internet Explorer x|

L ] "_n., The bill has been successfully re-opened.
[ ]

| QK
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Step 7: Click on Cancel (Delete Current Version is only to stop this version changes and revert back to the previously

posted version. )

GIPSA Billing Document

@ Back to Dashboard @
Bill Information
BD Humber: 12N0100004 FMMI Ver. # 3 [View History)
Bill Type: FMHI GBA Status: Open
Billing FO: FGIS - New Crleans Figld Office FMMI Status: MN/&
Customer Name: ADN Customer # 3002002

Customer Address: PO Box 825 DECATUR, IL §2525-1806

Bill Comments: |- testing ;I

[~

Line ltems: ‘T’ Add Line ltem

Action |#| Shorthand Code Dateof:ieruioe|na1e::ode| Rate |I.Inits|Amount|Line Description
[T [ %5 |2 [1220(04050RS2GRFO0T00FOELEZ2| 10/7/2011 G246 552200 6.75| $561.20|scale testing
Total: $561.60
Save Submit Delete Current Version
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Step 8: Click OK

| ! GIPSA Billing Document

Create Bill
° Back to Dashboard @
Search
Reports Bill Information
BD Number: 12H0100004 FMMI Ver. # 3 [View History]
Admin Bill Type: FKMI GBA Status: Open
Message Center Billing FO: FGIS - New COrleans Field Office FMMI Status: NiA
Customer Name: ADM Customer # 3002002
Customer

Customer Address: PO Box 625 DECATUR, IL 82525-1808

Rate Code _
A Windows Internet Explorer xl - I

FA Code
\ w
Shorthand Code \:.:,} Are you sure you want to cancel the current bill? _I
FMMI Interaction
Line ltems: iy Ad CK I Cancel |
Welcome, Denise Action |# ate [Units|Amount]Line Description
—_—
GIFSA Biling Applistion 71 [l ¥4 |2 |12)X04050R52GRFODTO0FOELEZ2|10/7/2011 G246 $83.200| €75 5561.80/scale testing
9 = h
WVersion: 1.0.1.1 Total: $561.60

Save Submit Cancel Delete Current Version




Step 9: Click OK

GBA Helpful Hints #7

Windows Internet Explorer

x|

! ': The bill has been successfully submitted for cancellation.

Step 10: Now click on the tab Pending to see the document Cancellation Pending.

Quick Search Message Center
BD Number:
I Mo rezultz were found.
_OR- Audience: I-:AII::- vl First || Prev [-Page 1 of 1 -| Hext Last
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Search
Recently Worked Open Pending Submitted Processed Cancelled Rejected
(3) {2} (23) (199) (@) (1)
Showing Resultz 1 -1 of 1
. Bill Bill | Customer FMMI Date | supmitted
Action|BD Humber e Name GBA Status e Billing FO Submitted By
w
. Cancellation FGIS - New Denise
= [12N0100004|FMIMI £561.60/ADN ; Orleans Field 11812012
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