TN Department of
Environment &

= CoOnNservation

Copying a “Shared Bill List” to “My Bill List”

Tennessee

mnm State of Tennessee - General Government Search ? %% L EnergyCAP.

Bills = Bill Lists

My Bill Lists Bill List Description Created by

Bill Approval - ACH
Bill Approval - AP Voucher

E.g. Bill Approval - ACH

Replace E.g. with your agency

Jeremy McBride

o

E.g. Bill Approval - AP Voucher Replace E g with your agency Jeremy McBride f_'[
Bill Audit Review - ACH
Bill Audit Review - AP Voucher E.g. Bill Audit Review - ACH Replace E.g. with your agency Jeremy McBride ﬂ'
Default Bill List E.g. Bill Audit Review - AP Viouc Replace E.g. with your agency Jeremy McBride f_'[ [L
Exported Bills - ACH E.q. Exported Bills - ACH Replace E.g. with your agency Jeremy McBride f_'|' [D
Exported Bills - AP V. er E.q. Exported Bills - AP Voucher Replace E.g. with your agency Jeremy McBride o h

shared Bill Lists
E.g. Bill Approval - ACH
E.g. Bill Approval - AP Voucher
E.g. Bill Audit Review - ACH
E.g. Bill Audit Review - AP Vouc
E.g. Exported Bills - ACH
E.g. Exported Bills - AP Voucher

_— 1. Select the Bills Module from the left-hand side
Copy Bill List Cancel || Save

2. Select Shared Bill Lists
Name

3. Select Copy Bill List icon beside the appropriate Bill List

4. Name your bill list by replacing the E.G. in the selected bill lists with your
Description agency name

a. Ex: DGS Bill Approval - ACH
Share with Others 5. If preferred, add a description for the bill list

6. Save

a. Your bill list will now appear in the “My Bill Lists” section

Repeat this list of steps for all 6 shared bill lists



TN partment of
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Updating Bill Approval — ACH List Filters

I'mmn' State of Tennessee - General Government
== State Government

My Bill Lists
Bill Approval - ACH
Bill Approval - AP Voucher
Bill Audit Review - ACH

Exported Bills - ACH

Exported Bills - AP Voucher
shared Bill Lists

E.g. Bill Approval - ACH

E.g. Bill Approval - AP Voucher

E.g. Bill Audit Review - ACH

E.g. Bill Audit Review - AP Vouc

E.g. Exported Bills - ACH

E.g. Exported Bills - AP Voucher

Batches
Bill Import

Bill Export
Not Approved
Held from Export
Waiting to Export to AP
Waiting to Export to GL

1. Select the Bills Module from the left-hand side

2. Select the Bill Approval — ACH list under My Bill Lists

Bills =

Bill Audit Review - AP Voucher
Default Bill List 0

Bill Lists

1-2500f38,691 | >

$70,074,757.69 Total Cost of 38,691 Bills

Filters

Invoice Number

Max Variance

Message Status
Meter Group Name

Meter Name

Meter Serial Number

Pay Status

Place Group Name

Rate Code

Severity

Split Date

Topmost Cost Center Name

Topmost Place Name

Total Cost

Vendor Name

3. Select the Edit Filters icon on the top right

Account is Active
Approved

Batch Code

Batch is Open
Exported to GL

Bill is From a Vendor
Bill is Void

Meter Group Name

equals
equals

not like

equals
equals
equals
equals

equals

E

Approved

MAINT
Open
Exported to GL

From External Vendor

Void

<

DGS-ACH

? % L EnergyCAP.

o v ful
Cancel | Apply App\yandcluseo

Inactive X
Not Approved X
X

[ Cosed [
Not Exported to GL X

From Internal Chargeback X
Not Void X
- | X

Select the check box for the appropriate filter(s)

a. You can scroll through the list or search for a filter

5. Change filter settings to match the above image for your agency

6.

Apply and Close
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Updating Bill Approval — ACH List Columns

I'ennomo State of Tennessee - General Government
== State Government

Bills = | BillLists

My Bill Lists
Bill Approval - ACH 0

Bill Approval - AP Voucher

0-00f0

Total Cost of 0 Bills
Bill Audit Review - ACH

Columns
Bill Audit Review - AP Voucher

| Search columns
o Available Columns

Default Bill List

Exported Bills - ACH

Visible Columns

Search ? % 1 EnergyCAP.

Cancel Applyandcluseo

- O)

Exported Bills - AP Voucher
Account Name
Shared Bill Lists
Account Period
E.g. Bill Approval - ACH

Approved
E.g. Bill Approval - AP Voucher op

E.g. Bill Audit Review - ACH Batch Status

E.g. Bill Audit Review - AP Vouc Bill Accrual Flag

£.g Exported Bills - ACH Billis Estimated

E.g. Exported Bills - AP Voucher Bill is From a Vendor

Batches Bill Modified By
Bill Modified Date

Bill Import

Control Code

Bill Export Cost Center Cade

Not Approved Cost Center Name

Held from Export Cost Per Day

Waiting to Export to AP )
Creation Method

Waiting to Export to GL
Days
Entered By
Exported to AP
Exported to AP By

Exported to AP On

Fromosto Aia ol

1. Select the Bills Module from the left-hand side

2. Select the Bill Approval — ACH list under My Bill Lists
3. Select the Edit Columns icon on the top right

4. Select the check box for the appropriate column(s)

a. You can scroll through the list or search for a column

Account Code

Bill ID

Held from Accounting Export

Billing Period

Bill Begin Date

Bill End Date

Total Cost

Due Date

Vendor Name

Approved On

Approved By

Bill Note

Bill Entry Date

Select the > icon to apply the selections to the visible columns

Select the < icon to remove selections from the visible columns

Click and drag the *
order

icon to put the visible columns in your desired

Apply and Close

Recommended columns are shown on the next page.



TN Depa_rtment of
Environment &

= Conservation

Recommended Columns for Bill Approval — ACH Bill List

Cancel

Visible Columns

[

Account Code

»

Bill ID

Held from Accounting Export

Billing Period

Bill Begin Date

Bill End Date

Total Cost

Due Date

Vendor Name

Approved On

Approved By

Bill Note

Bill Entry Date

Batch Code

Loy oyoyoyopyadpygpgpgp gt

Bill is Void

L |




TN partment of
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== Conservation

mmm State of Tennessee - General Government
= State Government

My Bill Lists
Bill Approval - ACH

Bill Audit Review - ACH

Exported Bills - AP Voucher
Shared Bill Lists

E.g. Bill Approval - ACH

E.g. Bill Approval - AP Voucher

E.g. Bill Audit Review - ACH

E.g. Bill Audit Review - AP Vouc

E.g. Exported Bills - ACH

E.g. Exported Bills - AP Voucher

Batches
Bill Import

Bill Export
Not Approved
Held from Export
Waiting to Export to AP
Waiting to Export to GL

Bills =

Bill Lists

0-00f0

Bill Approval - AP Voucher = | Total Cost of 0 Bills

. Filters
Bill Audit Review - AP Voucher
Default Bill List < Search filters
Exported Bills - ACH Recommended

Account is Active
Bill is From a Vendor
Bill is Void

Billing Period
Optional

Account Name
Account Period
Exported to AP By
Exported to AP On
Approved
Approved By
Approved On
Audit Code
Audit Group Code

Batch Closed On

Updating Bill Approval — AP Voucher List Filters

Account is Active
Approved

Batch Code

Batch is Open
Exported to AP

Bill is From a Vendor
Bill is Void

Meter Group Name

1. Select the Bills Module from the left-hand side

2. Select the Bill Approval — AP Voucher list under My Bill Lists

3. Select the Edit Filters icon on the top right

4. Select the check box for the appropriate filter(s)

a. You can scroll through the list or search for a filter

equals
equals

not like

equals
equals
equals
equals

equals

MAINT

From External Vendor

DGS-AP

Approved

Open

Exported to AP

Void

w

Tennessee

? % 1 EnergyCAP.

Inactive

From Internal Chargeback

\_/IID

Cancel || Apply = Apply and Close

-

X

Not Approved X

[ Cosed [
Not Exported to AP X

T 4

Change filter settings to match the above image for your agency

Apply and Close



¢ tment of
Environment &

Updating Bill Approval — AP Voucher List Columns

.Conservation
I'emaﬂ« State of Tennessee - General Government
== State Government

Bills =  BillLists

My Bill Lists 0-00f0

Bill Approval - ACH
Bill Approval - AP Voucher e Total Cost of 0 Bills

Bill Audit Review - ACH

) Columns
Bill Audit Review - AP Voucher

Account Name
shared Bill Lists
Account Period
E.g. Bill Approval - ACH

Approved
E.g. Bill Approval - AP Voucher PP
E.g. Bill Audit Review - ACH Batch Status
E.g. Bill Audit Review - AP Vouc Bill Accrual Flag
E.g. Exported Bills - ACH Billis Estimated
E.g. Exported Bills - AP Voucher Billis From a Vendor
Batches Bill Modified By
Bill Modified Date
Bill Import
Control Code
Bill Export Cost Center Code

Not Approved Cost Center Name

Held from Export Cost Per Day

Waiting to Export to AP i
Creation Method

Waiting to Export to GL
Days
Entered By
Exported to AP
Exported to AP By

Exported to AP On

Finmarta P

Select the Bills Module from the left-hand side

Select the Bill Approval — AP Voucher list under My Bill Lists
Select the Edit Columns icon on the top right

Select the check box for the appropriate column(s)

a. You can scroll through the list or search for a column

Default Bill List o:}e'—: ch columns
Exported Bills - ACH Available Columns @
Exported Bills - AP Voucher

Search ? % L EnergyCAP.

Cancel || Apply and Closeo

Visible Columns m

Account Code

Bill ID

Held from Accounting Export

Billing Period

Bill Begin Date

Bill End Date

Total Cost
Due Date
Vendor Name
Approved On

Approved By

Bill Note

Bill Entry Date

5. Select the >icon to apply the selections to the visible columns

6. Select the <icon to remove selections from the visible columns

7. Click and drag the ** icon to put the visible columns in your desired
order

8. Apply and Close

Recommended columns are shown on the next page.
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Recommended Columns for Bill Approval — AP Voucher Bill List

o

Visible Columns <

]

3

Account Code

Bill ID

Held from Accounting Export

Billing Period

Bill Begin Date

Bill End Date

Total Cost

Due Date

Vendor Name

Approved On

Approved By

Bill Note

Bill Entry Date

Batch Code

O apoyoyadggygg g o o))s

Bill is Void

L |




TN Dspa‘r:men‘ of
Environment &
m—_Conservation

Updating Bill Audit Review — ACH List Filters

r-mu- State of Tennessee - General Government Search ? % 1 EnergyCAP
=== State Government o

Bills = Bill Lists %

My Bill Lists 1-2180f218 o =+ v

Bill Approval - ACH

Bill Approval - AP Voucher $ 560,809.66 Total Cost of 218 Bills W u

Bill Audit Review - ACH:!
Filters Cancel ly | Apply and Close
Bill Audit Review - AP Voucher GIT pply o

Default Bill List
Exported Bills - ACH Recommended

earch filters . ) = .
sareh iter Account is Active equals Inactive X
Exported Bills - AP Voucher Approved equals Approved Not Approved X

Account is Active

shared Bill Lists "
- Batch Code not like - X
E.g. Bill Approval - ACH Bill is From a Vendor MAINT

E.g. Bill Audit Review - ACH

E.g. Bill Audit Review - AP Vouc Billing Period Exported to GL equals Exported to GL Not Exported to GL X
Optional

E.g. Exported Bills - ACH Bill is From a Vendor equals From External Vendor From Internal Chargeback X

E.g. Exported Bills - AP Voucher Account Name
Bilis Void cquals vaig x
Batches Account Period
Message Status equals ~ | | Problem * | X
Bill Import Exported to AP By
Meter Group Name equals DGS-ACH v X
Bill Export Exported to AP On
Not Approved

Approved o
Held from Export This will need to be updated based on

Waiting to Export to AP Approved By your agency's meter group name.

Waiting to Export to GL Approved On Ex: DGS-ACH, TRICOR-ACH

Audit Code
Audit Group Code

Batch Closed On

g

1. Select the Bills Module from the left-hand side Change filter settings to match the above image for your agency

o

2. Select the Bill Audit Review — ACH list under My Bill Lists Apply and Close
3. Select the Edit Filters icon on the top right
4. Select the check box for the appropriate filter(s)

a. You can scroll through the list or search for a filter



TN epar tment of
Environment &
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Updating Bill Audit Review - ACH List Columns

hnmm State of Tennessee - General Government Search ? %% 1 EnergyCAP.

=== State Government

Bills = Bill Lists

My Bill List
o 0-00r0

Bill Approval - ACH

Bill Approval - AP VGUChero Total Cost of 0 Bills e E
L

Bill Audit Review - ACH

Columns Cancel | Apply and Close
Bill Audit Review - AP Voucher

Default Bill List °~
Exported Bills - ACH Available Columns w) Visible Columns m
Exported Bills - AP Voucher

Account Name

Shared Bill Lists Account Code

Account Period
E.g. Bill Approval - ACH

Approved BillID
E.g. Bill Approval - AP Voucher
£.9. Bill Audit Review - ACH Batch Status Held from Accounting Export
E.g. Bill Audit Review - AP Vouc gill Accrual Flag X
R B Billing Period
E.g Exported Bills - ACH Bill Is Estimated
£.g. Exported Bills - AP Voucher Bill is From a Vendor Bill Begin Date
Bill Modified By
Batches Bill End Date

Bill Modified Date

Bill Import
Control Code Total Cost i
Bill Export

Cost Center Code

Not Approved Cost Center Name Pue pate
Held from Export Cost Per Day Vendor Name
Waiting to Export to AP )
Creation Method
Waiting to Export to GL Max Variance
Days
Entered By Severity
Exported to AP
Approved On
Exported to AP By
Exported to AP On Approved By
1. Select the Bills Module from the left-hand side 5. Select the > icon to apply the selections to the visible columns
2. Select the Bill Audit Review — ACH list under My Bill Lists 6. Select the < icon to remove selections from the visible columns
3. Select the Edit Columns icon on the top right T
7. Click and drag the ** icon to put the visible columns in your desired
4. Select the check box for the appropriate column(s) order
a. You can scroll through the list or search for a column 8 Apply and Close

Recommended columns are shown on the next page.
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Recommended Columns for Bill Audit Review — ACH Bill List

vo
e

Visible Columns £

]

3

Account Code

BillID

Held from Accounting Export

Billing Period

Bill Begin Date

Bill End Date

Total Cost

Due Date

Vendor Name

Max Variance

Severity

Approved On

Approved By

Bill Note

Bill Entry Date

Batch Code

CO(oooooyooyoyahgyggd) oy o

Bill is Void

4




TN Department of
Environment &
== Conservation

Updating Bill Audit Review — AP Voucher List Filters

I'ﬂmn.uc State of Tennessee - General Government
— State Government

Eall Bills =

My Bill Lists
Bill Approval - ACH
Bill Approval - AP Voucher
Bill Audit Review - ACH

Exported Bills - ACH

Exported Bills - AP Voucher
Shared Bill Lists

E.g. Bill Approval - ACH

E.g. Bill Approval - AP Voucher

E.g. Bill Audit Review - ACH

E.g. Bill Audit Review - AP Vouc

E.g. Exported Bills - ACH

E.g. Exported Bills - AP Voucher

Batches
Bill Import

Bill Export
Not Approved
Held from Export
Waiting to Export to AP
Waiting to Export to GL

Bill Lists

0-00f0

Total Cost of 0 Bills

Filters

Bill Audit Review - AP Voucher
Default Bill List Search filters

o Account is Active
Recommended

A d
Account is Active pprove

Batch Cod
Bill is From a Vendor a alenode
Bill is Void Batch is Open

Billing Period Exported to AP

Optional
Bill is From a Vendor
Account Name
Bill is Void
Account Period

Message Status
Exported to AP By

Meter Group Name
Exported to AP On
Approved
Approved By
Approved On
Audit Code
Audit Group Code

Batch Closed On

1. Select the Bills Module from the left-hand side

2. Select the Bill Audit Review — AP Voucher list under My Bill Lists

3. Select the Edit Filters icon on the top right

4. Select the check box for the appropriate filter(s)

a. You can scroll through the list or search for a filter

equals
equals

not like

equals
equals
equals
equals
equals

equals

? #% L EnerayCAP

©m-
cancel || Apply Applyandcloseo

nacive x
Approved Not Approved X

A X
MAINT

[ Cosed __ JiB
Bxportedto AP x

From Internal Chargeback X
vaig x

~ | Problem v | X

% Open

DGS-AP v %

This will need to be updated based on
your agency's meter group name.

Ex: DGS-AP, TRICOR-AP

5. Change filter settings to match the above image for your agency

6. Apply and Close



TN Department of
Environment &

== Conservation

Updating Bill Audit Review — AP Voucher List Columns

mm State of Tennessee - General Government
== State Government
Bills = Bill Lists
My Bill Lists 0-00f0
Bill Approval - ACH
Bill Approval - AP Voucher Total Cost of 0 Bills

Bill Audit Review - ACH
Columns

Bill Audit Review - AP Voucher
Default Bill List Search columns 0

Visible Columns

Search ? &% 1 CAP.

Cancel | Apply and Close 8

Exported Bills - ACH Available Columns @
Exported Bills - AP Voucher
Cost Center Code
Shared Bill Lists
Cost Center Name
E.g. Bill Approval - ACH
Cost Per Day
E.g. Bill Approval - AP Voucher

E.g. Bill Audit Review - ACH Creation Method

E.g. Bill Audit Review - AP Vouc Days
E.g. Exported Bills - ACH Entered By
E.g. Exported Bills - AP Voucher Exported to AP

Batches Exported to AP By

Exported to AP On
Bill Import

Exported to GL
Bill Export Exported to GL By

Not Approved Exported to GL On

Held from Export
o Invoice Number

Waiting to Export to AP
Next Reading

Waiting to Export to GL
Service Begin
Service End
Split Date
Stmnt Date

Transfer Reference Number

Viandar Aoda

1. Select the Bills Module from the left-hand side

2. Select the Bill Audit Review — AP Voucher list under My Bill Lists
3. Select the Edit Columns icon on the top right

4. Select the check box for the appropriate column(s)

a. You canscroll through the list or search for a column

Account Code

Billing Period

Bill Begin Date

Bill End Date

Total Cost

Bill Entry Date

Approved On

Approved By

Batch Code

BillID

Held from Accounting Export

Due Date

Max Variance

Select the > icon to apply the selections to the visible columns

Select the < icon to remove selections from the visible columns

Click and drag the H icon to put the visible columns in your desired
order

Apply and Close

Recommended columns are shown on the next page.
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Recommended Columns for Bill Audit Review — AP Voucher Bill List

voH
o o

Visible Columns <

[]

3

Account Code

Bill ID

Held from Accounting Export

Billing Period

Bill Begin Date

Bill End Date

Total Cost

Due Date

Vendor Name

Max Variance

Severity

Approved On

Approved By

Bill Note

Bill Entry Date

Batch Code

oo o) g dyopoyongo) o o) g o oo

Bill is Void

4




TN

Department of
Environment &

== Conservation

'Iennomo State of Tennessee - General Government
=== State Government

Bills

My Bill Lists
Bill Approval - ACH
Bill Approval - AP Voucher
Bill Audit Review - ACH
Bill Audit Review - AP Voucher
Default Bill List
Exported Bills - ACH
Exported Bills - AP Voucher
Shared Bill Lists
E.g. Bill Approval - ACH
E.g. Bill Approval - AP Voucher
E.g. Bill Audit Review - ACH
E.g. Bill Audit Review - AP Vouc
E.g. Exported Bills - ACH
E.g. Exported Bills - AP Voucher

Batches
Bill Import

Bill Export
Not Approved
Held from Export
Waiting to Export to AP
Waiting to Export to GL

Bill Lists

1-2500f40,212 | >

$ 82,437,541.27 Total Cost of 40,212 Bills

Filters

arch filters

.  d

Account is Active

Recommended

Bill is Fram a Vendor
Bill is Void

Billing Period
Optional

Account Name
Account Period
Exported to AP By
Exported to AP On
Approved
Approved By
Approved On
Audit Code
Audit Group Code

Batch Closed On

Account is Active
Approved

Batch Code

\/

Batch is Open

Bill is From a Vendor
Bill is Void

Exported to GL On

Meter Group Name

Select the Bills module from the left-hand side
Select the list under My Bill Lists
Select the Edit Filters icon on the top right

Select the check box for the appropriate filter(s)

a. You can scroll through the list or search for a filter

equals
equals Approved

not like -
MAINT
equals Open
equals
equals Void
last 7 days -
equals DGS-ACH

~

? £ 1 EnergyCAP.

S v

Cancel | Apply Apply and Close

Inactive X
Not Approved X
X

[ Closed ______[i

From Internal Chargeback X

T 4

5. Change filter settings to match the above image for your agency

6. Apply and Close



artment of
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r«mm State of Tennessee - General Government
— State Government

_|_

@

Bills =

My Bill Lists
Bill Approval - ACH
Bill Approval - AP Voucher
Bill Audit Review - ACH
Bill Audit Review - AP Voucher
Default Bill List
Exported Bills - ACH .0
Exported Bills - AP Voucher
Shared Bill Lists
E.g. Bill Approval - ACH
E.g. Bill Approval - AP Voucher
E.g. Bill Audit Review - ACH
E.g. Bill Audit Review - AP Vouc
E.g. Exported Bills - ACH
E.g. Exported Bills - AP Voucher

Batches
Bill Import

Bill Export
Not Approved
Held from Export
Waiting to Export to AP
Waiting to Export to GL

Select the

Bill Lists

$ 82,437,541.27 Total Cost of 40,212 Bills

1-2500f40212 | >

Columns

Tennessee

? £ 1 CAP.

_a

Cancel | Apply and Close

Select the Bills Module from the left-hand side

earch columns
Available Columns - > Visible Columns <
Account Name Account Code
Account Period
Approved Bill o
Batch Status Exported 1o GL
Bill Accrual Flag
Bill is Estimated Billing Period
Bill is From a Vendor Bill Begin Date
Bill Modified By
Bill End Date
Bill Modified Date
Control Code Total Cost
_—
Cost Center Code
Due Date
Cost Center Name
Cost Per Day Vendor Name
Creation Method
Approved On
Days
Entered By Approved By
Exported to AP
Exported to GL On
Exported to AP By
Exported to AP On Exported to GL By
1iald frone Anooimding Cioooct hd h
5. Select the >icon to apply the selections to the visible columns
list under your My Bill Lists 6. Select the < icon to remove selections from the visible columns

Select the Edit Columns icon on the top right

7. Click and drag the H icon to put the visible columns in your desired

Select the check box for the appropriate column(s) order

a. You canscroll through the list or search for a column 8. Apply and Close

Recommended columns are shown on the next page.



TN Depa_rtment of
Environment &

= Conservation

Recommended Columns for Exported Bills — ACH Bill List

]

Visible Columns

Account Code

3

BillID

Exported to GL

Billing Period

Bill Begin Date

Bill End Date

Total Cost

Due Date

Vendor Name

Approved On

Approved By

Exported to GL On

Exported to GL By

Bill Note

Bill Entry Date

Batch Code

g goynongioyonggyonona o oo

Bill is Void

4




TN Department of
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Updating Exported Bills — AP Voucher List Filters

I'nm'uu State of Tennessee - General Government
— State Government

? %

o)l -+

Cancel || Apply

1 EnergyCAP

.
©m-
Apply and Closeo

Bills = Bill Lists
My Bill Lists 0-00f0

Bill Approval - ACH

Bill Approval - AP Vaucher Total Cost of 0 Bills

Bill Audit Review - ACH

) Filters
Bill Audit Review - AP Voucher
1 . - R
Default Bill List Search filters . .
: Account is Active

Exported Bills - ACH Recommended -

Exported Bills - AP Voucher Account is Active Exported to AP On
shared Bill Lists

- Approved

£ 0. Bill Approval - ACH Bill is From a Vendor

E.g. Bill Approval - AP Voucher Bill is Void Batch Code

E.g. Bill Audit Review - ACH

Billing Period f
E.g. Bill Audit Review - AP Vouc a Batch is Open
§ Optional
E.g. Exported Bills - ACH ’ Bill is From a Vendor
E.g. Exported Bills - AP Voucher Account Name
Bill is Void
Batches Account Period
Meter Group Name

Bill import Exported to AP By
Bill Export Exported to AP On

Not Approved
Held from Export Approved
Waiting to Export to AP Approved By

Waiting to Export to GL
Approved On
Audit Code

Audit Group Code

Batch Closed On

equals
last 7 days
equals

not like

equals
equals
equals

equals

Approved Not Approved

MAINT

DGS-AP

open x
From External Vendor
Void Not Void X

This will need to be updated based on

your agency's meter group name.

Ex: DGS-AP, TRICOR-AP

From Internal Chargehack X

X

X

X

v | X

1. Select the Bills module from the left-hand side

2. Select the Exported Bills — AP Voucher list under My Bill Lists
3. Select the Edit Filters icon on the top right

4. Select the check box for the appropriate filter(s)

a. You can scroll through the list or search for a filter

5. Change filter settings to match the above image for your agency

6. Apply and Close



TN Department of
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Updating Exported Bills — AP Voucher List Columns

rmm« State of Tennessee - General Government = - -
== State Government
Bills =  Billlists .
My Bill Lists 0-00f0 —

Bill Approval - ACH

Bill Approval - AP Voucher

Bill Audit Review - ACH

Bill Audit Review - AP Voucher

Default Bill List

Exported Bills - ACH

Exported Bills - AP Vouchero
shared Bill Lists

E.g. Bill Approval - ACH

E.g. Bill Approval - AP Voucher

E.g. Bill Audit Review - ACH

E.g. Bill Audit Review - AP Vouc

E.g. Exported Bills - ACH

E.g. Exported Bills - AP Voucher

Batches
Bill Import

Bill Export
Not Approved
Held from Export
Waiting to Export to AP
Waiting to Export to GL

Total Cost of 0 Bills
Columns

Available Columns e

cancel | Apply and Close°

Visible Columns

Account Name
Account Period
Approved

Batch Status

Bill Accrual Flag
Bill is Estimated
Bill is From & Vendor
Bill Modified By
Bill Modified Date
Control Code
Cost Center Code
Cost Center Name
Cost Per Day
Creation Method
Days

Entered By
Exported to GL
Exported to GL By

Exported to GL On

Liald feam hanaintina

Account Code
BillID
Exported to AP
Billing Period
Bill Begin Date
Bill End Date
Total Cost

Due Date
Vendor Name
Approved On
Approved By
Exported to AP On

Exported to AP By

1. Select the Bills Module from the left-hand side

2. Select the Exported Bills — AP Voucher list under My Bill Lists
3. Select the Edit Columns icon on the top right

4. Select the check box for the appropriate column(s)

a. You canscroll through the list or search for a column

5. Select the >icon to apply the selections to the visible columns

6. Select the <icon to remove selections from the visible columns

7. Click and drag the *
order

icon to put the visible columns in your desired

8. Apply and Close

Recommended columns are shown on the next page.
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Visible Columns

Account Code
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Bill ID

Exported to AP

Billing Period

Bill Begin Date

Bill End Date

Total Cost

Due Date

Vendor Name

Approved On

Approved By

Exported to AP On

Exported to AP By

Bill Mote

Bill Entry Date

Batch Code

COpogngngygaao)oyoyoyono o) o

Bill is Void

4




Environment &

== Conservation

Agriculture / Forestry
Commerce & Insurance

District Attorney General Conference

Children’s Services
General Services
Human Services

Intellectual & Developmental Disabilities
Economic & Community Development

Education
Finance & Administration
Health
Mental Health
Military
Public Defenders Conference
Safety
Secretary of State
Tennessee Bureau of Investigation
Environment & Conservation
Correction
Transportation
Tourist Development
TRICOR
Wildlife Resources
Veterans Services

Meter Group Name/Code Abbreviations

AGR-ACH
C&I-ACH
DA-ACH
DCS-ACH
DGS-ACH
DHS-ACH
DIDD-ACH
ECD-ACH
EDU-ACH
F&A-ACH
HEALTH-ACH
MH-ACH
MIL-ACH
PDC-ACH
SAFETY-ACH
SOS-ACH
TBI-ACH
TDEC-ACH
TDOC-ACH
TDOT-ACH
TOURISM-ACH
TRICOR-ACH
TWRA-ACH
VS-ACH

AGR-AP
C&I-AP
DA-AP
DCS-AP
DGS-AP
DHS-AP
DIDD-AP
ECD-AP
EDU-AP
F&A-AP
HEALTH-AP
MH-AP
MIL-AP
PDC-AP
SAFETY-AP
SOS-AP
TBI-AP
TDEC-AP
TDOC-AP
TDOT-AP
TOURISM-AP
N/A
TWRA-AP
VS-AP



