GIPSA BILLING APPLICATION USER MANUAL

| SEARCH FOR A BILL I

Overview Search Bills Screen
The screen depicted to the right is displayed

. [ Dashboard )
after selecting the ‘Search’ button on the left —— — Collapse Al
| @illing Document Info

hand navigation. The sections of search

criteria are collapsible to allow more space for | sewen | Bilinaror ¥ i I |
results. Users can search by: Reports ksl el cDmmenE:g!i |
1) Billing Document Info Welcome, Denise o N | {pontanzy: !
2) Customer Information BIFeh Sing fepieston i~ I | Date Created: | B 7o | =

3) Line ltem Detail

— Customer Information
Customer Name (contains): |

Customer Humber: |

— Line ltem Detail

Rate Code: Shorthand Code: |

| Line Description: |

Fund Code: | V__| {contains) |
Date of Service: | i@—.u:l |@

Clear Form Search
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Search by Billing Document Info

This section of the search page allows the user
to search by information associated with billing
documents. The fields searchable by the user
in this section include:

1) BD# - Search for a specific bill using its
billing document number

2) GBA Status — Search for bills with a specific
GBA Status

3) FMMI Status — Search for bills with a
specific FMMI Status

4) Created By — Search for bills using the
specific user that created the bill

5) Bill Type — Search for bills with a specific bill
type

6) Bill Comments — Search for bills containing
specific comments

7) Date Created — Search for bills within a
specific date range

8) Billing FO — Search for bills with a specific
Billing Field Office (only available to users
with more than one field office identity)

2/24/2012

Search Bills Screen — Search by Billing Document Info

Version: 1.0.1.1

P—
Pachiboard —_ Collapse All
| | — Billing Document Info
illi il [ Bill ——
Search Billing FO: ! ¥ BD#: | | S ! ]
GBA =
Reports ]| ¥ Bill | |
T LI ————— Comments: | i
| = |
Welcome, Denise Status: ! 5 [contains) |
Created— D EE—
GIFSA Billing Application By: | Z Date Created: | | @ o | @

— Customer Information
Customer Name [contains): [

Customer Humber: |

— Line Item Detail

Rate Code: Shorthand Code:
Bl Code: I—v| Line DES{‘.I"Ipt.IDI"I: [
[ (contains) L
Date of Service: | | To:| =
Clear Form Search
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Search by Customer Information Search Bills Screen — Search by Customer Information
This section of search page allows the user to ——
search by information associated with the A R—— i CaliapeeAll
customers assigned to billing documents. The 7.| . . .
. . . . . Search ' Billing FO: | | BD : | | i | |
fields searchable in this section include: ) _ — ' : Type: ——
) ) Reports mff; v Bill | i
1) Customer Name — Search for bills with a : Frn : ) i
. . .o pe eloome, nise i | contains) |
customer name containing specific text Vieicome, De: status: L _
GIFSA Biling Application i | v| Date Created: | |@ o |@

2) Customer Number — Search for bills with a Version: 1.0.1.1 26 —
specific customer

— Customer Information
Customer Name (contains): |

Customer Humber: |

— Line ltem Detail

Rate Code: | . Shorthand Code: |
Al Line Description: |
Fund Code: | V__l {contains) |
DateofService:l i@—.u;l |@
Clear Form Search
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Search by Line Item Detail Search Bills Screen — Line Item Detail
This section of search page allows the user to D
ashboard
search by detailed line item information el
y — Billing Document Info
associated with billing documents. The fields < - . ; - Bill —— |
A i . K Search Billing FO: ! vi BD : | | T ! |
searchable in this section include: J con — T
Reports somes Bill | |
1) Rate Code —Search for bills containing line ' | C?‘ET;F;:;! ;
. . e el . Deni 0| 5| : .
items with a specific rate code e status:: — . . :
GIPSA Billing Application Creat;ﬁ | | Date Created: | = 7o =
2) Fund Code — Search for bills containing line Version: 1.0.1.1
items with a specific fund code ,
— Customer Information
3) Service Date Range — Search for bills Customer Name (contains): |
containing line items with a date of service Customer Number: |
within a specific date range
4) Shorthand Code — Search for bills containing o LA _
line items with a specific shorthand code Rate Code: | | Shorthand Code:
I Ea Line Description: |
. .. . .. Fund Code:| | (contains) |
5) Line Description — Search for bills containing o : , :
.. . . . Date of Service: | |& To:| |=
line items with a specific line description
Clear Form Search
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Search Results Search Bills Screen — Search Results

After a search has been performed and results Dashboard
have been generated, the screen depicted to P |- s R
the right will be displayed. This screen will also
allow users to:

+ Expand All

Search ' + Customer Information

Reports | |4+ Line ltem Detail

1) View the number of results

Welcome, Denise

Clear Form Search
2) Change the number of results shown per
GIPSA Billing Application 2
page Versian: 1.0.1.1 Showing Resuls 1- 4 of £ Resuts per page: | 10 %
i £ ; Bill Bill GBA FMII o Create | ast Updat
3) Sort search results by specific fields ction 80 tumber| 20 | | BV | customertiame | FER | FEHL | siting Fo Dete e

Portland Field

4) Navigate through pages of results B |11Poosonuzirumn | s2,260.00/ADM GRAIN |open s lazriz011 |arz7i2011

8 | | |cadar Rapids |
# |11cRo40007 [FMMI 537 50{ADM GRAIN : : 0 42700011 |4i27r2011
5) Clear the form and search results el il . i Fielofiee |"7TT TR0
B |11crosoooz|Fami 522.50|ADM BENSON QUINN [Open CedarRepids |, oeim011 [a/27i2011
= | | | | |Field Officz |
|ADM EDIBLE BEAN CadarRapids |, )
o, o VM 238 s [ l&mem 42713
#l |11CcRo40001 [FrRIMI B0 Processed (Posted | == 5 =2FF 2011 |2127/2011

-Page 1 of 1 -

GIPSA Billing Application (GBA) User Manual Search Page 5 of 5




