
Invoice Creation 
 
From the login page, Financial  > Service Invoice 
Add New Invoice 

 
 
Click Add to create a new invoice.  
 
 
Define Service Dates and Contract 

 
Enter Service Start and End date.  
Select Contract for the specified service dates. 
 
Define Invoice Type 

 
After the contract is selected, select desired invoice type. 
Click Save. 
  



 
Below is a list of invoice types and descriptions:   
 

 
Original - the first invoice to be created/submitted for a Service Period (month) 
and a Contract Budget Fiscal Year with an invoice total greater than $0. 
 
 
Original Information - the first invoice to be created/submitted for a Service 
Period (month) and a Contract Budget Fiscal Year with an invoice total equal to 
$0. 
 
 
Supplemental Information – an additional invoice created/submitted for a Service 
Period (month) and a Contract Budget Fiscal Year in which an Original has 
previous been submitted, with an invoice total equal to $0.  An invoice number 
must be referenced that identifies the prior invoice that is being adjusted.   
  
 

Supplemental Overpayment – an additional invoice created/submitted for a 
Service Period (month) and a Contract Budget Fiscal Year in which an Original 
has previous been submitted, with an invoice total less than $0.  An invoice 
number must be referenced that identifies the prior invoice that is being adjusted.   
 
Supplemental Payable – an additional invoice created/submitted for a Service 
Period (month) and a Contract Budget Fiscal Year in which an Original has 
previous been submitted, with an invoice total greater than $0. An invoice number 
must be referenced that identifies the prior invoice that is being adjusted.   
 
 
 
This is an example of a reference invoice selection for a supplemental invoice type.  
 
 

 
 
 
 

 
 



Adding a Service 

 
 
Click Add to select a service to bill. 
 

 
 
Select a Service. 
Select a Subcontractor or Contractor (must be defined cannot be “all”). 
Click Save. 
 
 

  



Invoice Creation - Budget Based Service (Client Supported) 
(Cost of Service (SP03) in AIMS) 
 

 

Enter Expenses for each budget category to be billed.  
Enter Local Revenues, if needed. 
To review client units click on the Units link in the age breakdown box. 
  



 

 
After review, close popup box to return to invoice. 
Once complete. Click Save. 
 

 

  



Invoice Creation - Rate Based Service (Client Supported) 
(Cost of Service (SP03) in AIMS) 
 

 

 

 
 
Enter Local Revenues, if needed. 
Units can be reviewed by clicking on the Units link. 
Once complete, click Save. 
 



Invoice Creation - Budget Based Service (Non Client Supported) 
(Provider Billing Data (SP01) in AIMS) 
 
 

 
 
Enter Expenses for each budget category to be billed.  
Enter Local Revenues, if needed. 
Enter Other Units, as required. 
Click Save. 
 
 
 
  



Invoice Creation - Rate Based Service (Non Client Supported) 
(Provider Billing Data (SP01) in AIMS) 
 

 
 
Enter units in the Adj Units column to be invoiced. 
Click Save. 
 
 
 
 
 
 
 
 
 
 
 
  



 

 
 
Submit an Invoice 
 

 
When all services have been saved and ready for payment, click Submit. 
 
 

 
 
After the invoice has been submitted, the invoice status should change from “New” to “Submitted”. 



 


