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Note: Some screenshots and link labels may differ from what you see today. As development
continues, these items will be tracked and updated as time goes.

Billing WorkCenter

The Billing WorkCenter is designed to be a navigational center for end users. The New Core-CT
Fluid functionality provides new ways to organize and navigate to some of your most commonly
used pages. The Billing WorkCenter features a revamped Fluid look which helps end users
become more efficient by accessing frequently used pages and pagelets, based on their billing
security roles. This job aid walks users through the basic functionalities of the new fluid Billing
WorkCenter.

*Important Note*: Users must have their Filters defined to see results in the My Work section.
For more information on how to define Filters, refer to the WorkCenter Personalization job aid.

Billing WorkCenter

Navigation:

Core-o1 ® YRR <cich in Menu

Nav Bar > Menu > Billing > Billing WorkCenter
Or

Select Core-CT Financials

Click Billing Tile

Click Billing WorkCenter



https://www.core-ct.state.ct.us/financials/pdf/WorkCenter_Personalization.pdf
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Billing WorkCenter
08 Invoices Not Finalized 2 Related Information
My Waork 458 rows -
Current Wark .
General Dataits
Invoices ot Finalized 125
Business Unit 1. Invoice 1 BillTo 1 Customer Nome 11 Invoice Amount 1; Currency 13 Bill Status 4 Mace
DFsM sTa0183 cooon CSCC Manchester Campus 000 UsD W
oS sTanie2 cooon CSCC Manchester Campus 3000 USD NEW >
[ STa0180 Deroo Dest. of Chicren and Famites 2036325 USD NEW >
[ sTa0tse peFon Dest. of Chicren and Famites %600 USD NEW
DFsM sTaots2 Doroot Dapt. of Transportaton 5000 USD ROV >
v Links DPSM1 ST79632 CSCC Naugabuck Valley Campus 30000 USD FND >
Bl Entry Group i ) ) .
v oS oPsans wecoat Viorker's Compensation 723 Uso ROY
Standard Bilng
oS oPsines: wecoat Wiorker's Compensation 3592 USD ROY >
Gopy Siegle Bi
= [ weeo viorkars Compns 7 >
P —— D DPSM1 DPS0252 ey forker's Compensation 27440 USD RDY
At Soctod Bil Lnes [ oPsan2s ascont Ofica of State Comptroler 1200681 USD ROY >
Recuning B4 Scheduies oFsM oFs30250 oscon Offica of Stata Comgirolr 20200 USB RDY >
Inemen: Bl Senecues RS 0PSI2 DSS001 Dept.of Sacial Senvioss 1525497 USD RDY
Dt Copy Group Detaik
DS oPsizes Dsso0t Degt. of Social Sanvices 1254780 USD RDY >
oy Bl Group
DS oPsi02eT Dsso0t Degt. of Social Sanvices 1401871 USD ROY >
Other 1 inks

» Using the Billing WorkCenter
» To refresh the page, click the Refresh button located in the upper left-hand corner.

Billing WorkCenter
Inveices Not Finalized = Retaiad knforniadon
> My Work 260 rows abics
Actions @ | | T
> Links
) General || Details
> Queries |
Business Unit T Invoice T4 Bill To 14 Customer Name T4 Invoice Amount 1L Currency T Bill Status T4 More
> Reports/Processes
DPSM1 ST80152  DOTOO1  Dept of Transportation 50.00 USD ROY >
DPSM1 ST78632  CCCO08  CSCC Naugatuck Valley Campus 30000 USD PND >
DPSM1 DPS80054 DOTO01 Dept. of Transportation 000 UsD NEW >
DPSM1 DPS80053  DOTOO1  Dept of Transportation 5000 USD ROY >
DPSM1 DPS80050 WCCoo1 Worker's Compensation 27440 USD RDY >
DPSM1 DPS80049  WOC001  Worker's Compensation 27440 USD RDY >

» To minimize the Billing WorkCenter, click the Minimize button located in the middle of
the left-hand Navigation Bar.
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Welcome to WorkCenter

> My Work
> Links
> Queries

> Reports/Processes

o

m

Welcome to WorkCenter

WorkCenter Page

> My Work.

The My Work dropdown includes links to pages that an end user would need to access daily.
Additionally, it can include exceptions and alters, where the user must take action.

> Current Work.

Invoice 14

ST80152

ST79632

DPS80054

DPS80053

DPS80050

DPS80049

DPS80048

DPS80047

DPS80046

Billing WorkCenter
(a3 . S
@ Invoices Not Finalized
[ My Work
Acions @ | | T
[Current Work .
General | Details
Invoices Not Finalized 260
[ Business Unit .
Installment Invoices Not Ge
(] DPSM1
DPSM1
dule
T [] DPSM1
Recent Invoices 13 DPSM1
Recent Credit and Rebill Inv 3 D O DPSM1
? Links DPSM1
> Queries
DPSM1
> Reports/Processes
O DPSM1
DPSM1
O DPSM1

DPS80045

Bill To Tt

DOTO01

cccoos

DOT001

DOTO01

WCC001

WCCO001

WCC001

0SC001

DSS001

DSS001

Customer Name 11

Dept. of Transportation

CSCE Naugatuck Valley Campus

Dept. of Transportation

Dept. of Transportation

Worker's Compensation

Werker's Compensation

Wierker's Compensation

Office of State Comptroller

Dept. of Social Services

Dept. of Social Services

Inveice Amount 71 Currency 1.

5000 USD

300.00 USD

000 USD

50.00 USD

27440 USD

27440 USD

27440 USD

14,53066 USD

15,42521 USD

14,942.80 USD

Bill Status 1

ROY

PND

RDY

ROY

RDY

ROY

260 rows

>

— Related Information

Add Analytics

> Links.

The Links dropdown includes additional links to pages, or other areas of interest, for the user.

> Bill Entry Group, Other Links, and Review Billing Information.
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Copy Bill Group

|Omer Links | o

Supporting Documentation

Contract | pegins with | | |

Bills in Business Unit \ = v| ‘ Q ‘

Customer General Information .
Template Invoice Flag \: v‘ ‘ vl

Customer Contact Information

Review Billing Information I .

Summary

A~ Show fewer options

[ Case Sensitive

Details
Instaliment Bill Schedule
Recurring Bill Schedule

Review Entries by Invoice

Review Entries by Journal

Adjustment History

Nothing yet
Review Line History Your search results will appear here

View Supporting Documentation

> Queries

Bl Entry
o
> My Work Bill Entry
v Links Find an Existing Value ‘ @®Add a New Value
Bill Entry Group . “ Search Criteria
Standard Billing Enter any information you have and cick Search. Leave fields blank for  list of all values.
. ) Recent saved
Copy Single Bill () Recent | Cnoose from recent searches | Z 1 - | Choose from saved searches v/ Vi
Adust Entire Bil
Adjust Selected Bill Lines Business unit | = v| oPsil Q
Recurring Bill Schedules Invoice | begins with v | ‘ a ‘
Installment Bil Schedules isans 2 v [ |
Define Copy Group Details
Customer | begins with | | Q|

» Queries.

The Queries section includes links to Query Manager, public and private queries, and pivot

grids.
» Query Manager.

Welcome to WorkCenter

G & Welcome to WorkCenter
~ My Work WorkCenter Page

Current Work

> Links

v Queries

Query Manager

Billing Pivot Grids

> Reports/Processes

o Using the Search function, users can pull up existing queries.
o Users may also click the Create New Query instead of the Find an Existing Query link.
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Query Manager
o

v My Work Query Manager

Current Work Enter any xn'crrn»anon y07u have ar\d click Search Leayg fields blank for a list of all values.

N6 Find an Existing Query | Create New Query

> Links *Search By | Query Name v begins with
v Queries Advanced Search

Query Manager |

Billing Pivot Grids 3%

> Reports/Processes

» Click Billing Pivot Grids, then click Bills by Status.

Query Manager
o®
> My Work Query Manager
> Links Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Query | Create New Query
v Queries *Search By ‘ Query Name v begins with l
Query Manager ‘ Advanced Search
.

Bills by Status

Invoice Analysis by Month

> Click the Minimize button.

Bills by Status
1) > Prompts @
>
—h > Status
Pivot Grid Collapse Al
> Links B ;
> Business Unit L Press and noid e following icon 1o arag and drop 10 COlUMN of fow. +f+  Need hel
Queries
> Bill To ¥ < Values | |+ Bill Type @
Billing Pivot Grids o 3 Bill Source +
4 Status @
Bills by Status > Bill Type K
Invoice Analysis by Month Invoice Amount (Sum)
> Reports/Processes -All
ET EXT GT Mis PET PMI ST
D New Bil $608,3316 $314,48313 $540.01 $8,916.0 $156,820 69 0 $80,453 50
Ready $941,978.31 $10.00 0 0 [] $698 887 80 $243,080 51 0

Pivot grids are data visualization tools used to summarize, analyze, and present large datasets
in a structured format. They allow users to dynamically rearrange and aggregate data along
different dimensions, such as rows, columns, and layers, to gain insights and identify patterns
within the dataset.

This Pivot Grid is demonstrating the Status on different Bills between various Bill Type.

» To change the values, drag and drop data values into the Rows and Columns. Delete
Status from rows.
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Bills by Status

> Prompts (0]
> Status
Pivot Grid o A
> Business Unit & Press and hoid te folowing icon 1o drag and drop 0 COUMN of oW, of+  Need help?
> Bill To *+ % Values| [ BilType ®
> Bill Source +
4+ Status
> Bill Type t
Invoice Amount (Sum)
-All
ET EXT &t mis PET PMI sT
New Bill ! ! ! ! 0 ¢
Ready 1 10 0 0 [] $243 0
Bills by Status
> Prompts @
> status +
Pivot Grid + Expand All
> Business Unit + Press and hold the following icon 1o drag and drop 1o column or fow. b+ Need help?
ETR— I .. [T
> Bill Source L
> Bill To
> Bill Type i
Invoice Amount (Sum)
+All
0,310.04
[N 1
Bills by Status
> Prompts (o]
> Status o
Pivot Grid ollapse Al
> Business Unit + Press and noid the following icon (0 drag and drop (o column of fow. <} Need help?
> Bill To t 4+ Values | |++ Bill Type ®
> Bill Source L
4 BillTo ®
> Bill Type ¥
Invoice Amount (Sum)
-Al
ET EXT eT mis PET PMI ST
D n -All § $540 0.5
10 0 0 0 0 0
a7 0 0 0 0 0
2 0 0 0 0 $5
7 0 0 0 0 0
cccoot 508 0 0 0 9 9
cLcoot 0 ° 0 . Y
CSU001 $0.00 0 0 0 ) 0
DAS013 $941,978.31 $10.00 0 0 0 0

Now the pivot grid demonstrates which bills to Bill To depending on the Bill Type.

» Select the Settings to reveal additional menu options:

Update Filters
Chart Options
Export Data

Export Filtered Data
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Threshold Options
Save

Save as

Add to Homepage

Update Filters

Chart Options

Export Data

Export Filtered Data

Threshold Options

Save

Save As

Add to Homepage

» Reports/Processes.

The Reports/Processes dropdown stores different reports and processes users may need to
perform daily.

» My Processes, Reports, and Monitor.
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Billing Queries
Billing Pivot Grids
Bills by Status

Invoice Analysis by Month

v Reports/Processes

My Processes I

Print Pro Forma

Finalize and Print Invoices
Reprint Invoices

Creale Instaliment Bills
Create Recurring Bills
Change Status of Bills

Delete Canceled Bills

Contacts by SetlD
Customers by SetiD
Invoice Register
Report Manager

Process Monitor

Pro Forma
e
> My Work Pro Forma
RALInks Find an Existing Value |m
padueries ~ Search Criteria -
Query Manager Enter any information you have and click Search. Leave fields blank for a list of all values.

) Recent [ cnogse from recent searches ~| & [ Saved Choose from saved searches
Searches

v

~ Searches

Run Control 1D [ begins with | [{ |

~ Show fewer options

O Case Sensitive

Clear |

Nothing yet
Your search results will appear here




