	Work Instruction
Functional Area: Accounts Receivable 
	Email a Customer Invoice (ZAR_PRINTINVOICES)


	




	Purpose Central Accounts Receivable -  Customer Billing Through Payment

	Use this procedure to email encrypted customer invoices for payment. This is the preferred method for sending invoices to external UC customers.
Prerequisites
· Post a customer invoice using transaction FB70 or FB75.

Menu Path
Use the following SAP Easy Access folders to begin this transaction:

· Select Decentral Financial Processor - AR > ZAR_PRINTINVOICES
· Select Central Financial Processor - AR (Financial Services Dept) > ZAR_PRINTINVOICES
Transaction Code
ZAR_PRINTINVOICES

Helpful Hints
· The R/O/C column in the field description tables below defines whether the field is required (R), optional (O), or conditional (C).

· On certain screens you may have to scroll to view some data entry fields.


	Procedure


	1.
	Start the transaction using the menu path or transaction code.


	AR Invoice Forms
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	2.
	Click Document Number field [image: image2.png]


.
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	If you are unsure of the Document Number, you can look up the invoice using a combination of the other fields.


	3.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Document Number
	Conditional
	The unique identification value assigned to a business event as it is processed in UC Flex. FYI the system automatically creates and assigns document numbers as each document is posted. Note: manual assigning of document numbers is not possible
Example:
1911422



	
	to
	Conditional
	The end value of the document number range IF entering a range of documents.
Example:
1911424
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	Best Practice: add a range of document numbers (this example) or use the yellow arrow to add multiple single document numbers in order to email each document invoice to the designated customers one right after another.


	4.
	Click Document Type field [image: image5.png]


.


	5.
	Click Matchcode [image: image6.png]


 button .


	Document Type (1)   75 Entries found
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	6.
	Double-click Customer invoice label [image: image8.png]DR Customer invoice



.
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	7.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Output to Printer
	Required
	Designated printer to print outputs. Most common value is "locl" to print to the local printer assigned to the utilized computer. Note: if you have issues with "locl" please try "winlocl" to print directly.
Example:
locl




	8.
	Click Email Invoice check box [image: image10.png]["] Email Invoice



.


	9.
	Click Sort Var. for Correspondence field [image: image11.png]


.


	10.
	Click Matchcode [image: image12.png]


 button .


	Sort Variant for the Correspondence (1)    3 Entries found
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	11.
	Double-click Sort by document number label [image: image14.png]‘Sort by document number



.


	AR Invoice Forms
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	12.
	Click Correspondence Type field [image: image16.png]


.


	13.
	Click Matchcode [image: image17.png]


 button .
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	14.
	Double-click UC General Invoice/Credit Memo label [image: image19.png]ZUC61 UC General Invoice/Credit Memo



 . Please note: choose Student Sponsored Billing Inv/Cred Memo or Service Units Invoice/Credit Memo if that is more appropriate since this defines the header and template of the UC Customer Invoice.
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	15.
	Click Lock Box Id field [image: image21.png]
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	16.
	Click Matchcode [image: image22.png]


 button.


	Key of the Lockbox to Which the Customer Is

[image: image23.png]i[aBIeee RHE Doon DR @B

AR Invoice Forms
DG

Program control
Company Code
Document Number
Document Type
Entry Date.
Document Date
Grant
Cost Center

Sort Var. for Correspondence
Correspondence Type
Lock Box 14

we to
1911422 to 1911424

CIEIEIRERE]

Lockb_“| Name

LB00I  Athletics
Medical Center

Service Centers
SRS Accounting

|| 05| s| 8|00

I

| ZAR_PRINTINVOICES Pl ucerp26 | 1S

= /







	17.
	Double-click Accounts Receivable label [image: image24.png]LBOOO  Accounts Receivable



.
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	The default Lockbox is Accounts Receivable "LB000" however additional departments will begin to be notified to use a specific value.For example: Athletics is now to use "LB001". As additional departments are added, they will be visible under the matchcode/drop down button next to the "Lock Box Id" field.It is important to only use the one designated by your supervisor/department.


	AR Invoice Forms
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	18.
	Click Execute button [image: image27.png]
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	Print Preview of locl Page 00001 of 00001
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	19.
	Click Back button [image: image29.png]


 in order to see the Customer Email Address per invoice and send it encrypted to the customer.


	Verify Email Address
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	20.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Customer Email
	Required
	Example:
test@test.com
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	Accounts Receivable maintains the master data of external UC customers, including the email address to send a customer invoice. Please note: you have the option to add the correct email address, especially if this field is blank however it will NOT update the customer's master record data in UC Flex. Please contact AR to update this information.


	21.
	Click Continue button [image: image32.png]
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	Print Preview of locl Page 00001 of 00001
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	22.
	Click Back button [image: image34.png]


 in order to see the Customer Email Address per invoice and send it encrypted to the customer.


	Verify Email Address
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	23.
	Verify the Customer Email address and click Continue button [image: image36.png]


. Please note: if the email is incorrect, you may update it here in order to send the invoice now however contact Accounts Payable to update the customer's master record in UC Flex in order for this field to be updated.


	Print Preview of locl Page 00001 of 00001
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	24.
	Click button [image: image38.png]
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	Verify Email Address
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	25.
	Click Continue button [image: image40.png]
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	Print Program: Document Extract
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	26.
	To Exit this transaction, click on the Exit/Up [image: image42.png]


 button .
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	Please note: you will also receive a read receipt at your UC email to alert you that this Customer Invoice email was opened by the customer versus going into a Spam folder.
To see examples of these emails, click here.
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	This shows the encrypted emails sent to the customer, including email confirmation notifications sent to your UC email address.


	Result

	You have successfully emailed an encrypted email with the Customer Invoice for payment of services rendered.
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