
 

Contact ctl-auxiliaryaccounting@fsu.edu for any questions.   

Quotes 
Once a bill has been prepared (see Manual Billing for more information), it can be turned into a quote to 
be reviewed prior to invoicing. 

1. Select the Auxiliary AR/Billing tile: 

 
2. Navigate to View/Edit Bill and search for the invoice under an AUX01 business unit: 
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3. Change your bill status to “QUO” for quote and save: 

 

 

 

 

 
 

 

 

 

 

 

 

4. Click on the Pro Forma icon 

 

 

5. Click “OK” on the Message. 

 

 

6. Use the Report Manager in the top right-hand corner of the screen to retrieve a PDF version of 
your Pro-Forma Invoice or Quote.  If you do not see it, search “Report Manager”. 
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7. Periodically click on the “Refresh” button until you see a link for the BI_PRNXPN01 Report 

 

8. Click on the Report Link 
9. The PDF file is located under the File List 

a. Click on the link 

 


