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Genbill FAQ’s:
#1.) When and for what reason is Genbill used?  

Genbill can be used anytime services are rendered to another department at Purdue in which a university approved rate is charged.  Examples include but are not limited to recharge billings, copy charges, lab supplies, etc.  Genbill is best suited for instances where charges are computed based on number of units sold times a predetermined rate.  Genbill is no longer necessary to input charges for PMU billings.  For questions on how to complete uploads for PMU billings, please reference the Business@Purdue website (www.purdue.edu/b@p).

#2.) Do I have to complete Genbill to input information in the Intramural Invoice Voucher mass upload document?

No, Genbill is not required to complete the OnePurdue transaction upload template.  These are two separate tools used for instances when an Intramural Invoice Voucher upload is needed.  Genbill is the tool used when calculations are required to compute the charges to be billed.  The Intramural Invoice Voucher upload process can be used independent of Genbill for charges that are manually computed.     

#3.)  If I am charging a real order instead of a cost center, where do I put that information on the “Charges to be billed” worksheet in the Genbill workbook?

Real order numbers should be input in column D along with cost center numbers and WBS element numbers.  If a statistical internal order (SIO) needs to be referenced, that information goes into column E.   You will notice that to the right of the red and black divider lines of the “charges to be billed” worksheet that the information will map to the correct column and also to the “JVDATA” worksheet.  The layout for the “JVDATA” worksheet is the same as the OnePurdue transaction upload template.  
#4.)  What document should be used to route for approvals for the intramural invoice voucher mass upload?

These are internal university charges that do not require accounting’s approval for posting. However, they do require business office approval.  A copy of the completed OnePurdue upload template with the information regarding the upload should be printed and routed for approvals.  Once proper approvals have been received, the text file should be sent to Accounting Services (cmdt-all@purdue.edu) to be uploaded.  

#5.) What file should be sent to Account Services to be uploaded?  

You should send the text file created from the OnePurdue transaction upload template as an e-mail attachment to cmdt-all@purdue.edu.  Only Accounting Services master data team has access to complete uploads.  Please do not send the upload template excel file to Accounting Services as the file is too large to be accommodated by the CMDT mailbox.  

#6.)  How do I know if my upload has been completed successfully?

Accounting Services will contact you with the document number after the upload has been completed successfully.  You will also be able to go into SAP and use T-code FB03 to view your processed document.  
Please reference the B@P process for Intramural Invoice Voucher Mass Uploads (https://www2.itap.purdue.edu/bs/BPP/Processes/intramuralivupload.pdf).   
#7.)  Who do I contact if I have questions?

For Content Questions:

Whitney Beutel, wbeutel@purdue.edu, 49-67293

Lucy Orozco, lorozco@purdue.edu, 49-43658

Susan Geswein, sgeswein@purdue.edu, 49-67432 

For Manual Related Questions:

Lucy Orozco, lorozco@purdue.edu, 49-43658

For Workbook Related Questions:

Whitney Beutel, wbeutel@purdue.edu, 49-67293

For Business@Purdue Related Questions:

Susan Geswein, sgeswein@purdue.edu, 49-67432 

For Technical Questions:

Mary Haley, haleym@purdue.edu, 49-67844
Genbill Links:

Genbill website: http://www.purdue.edu/bs-ba/Genbill/index.html
Manual: http://www.purdue.edu/bs-ba/doc/GenbillManual.doc
Workbook: http://www.purdue.edu/bs-ba/xls/GENBILLworkbook.xls
Upload Template:  http://www.purdue.edu/onepurdue/FIHR/documents/onepurdue_jv.xls
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