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Upload and Interface Billing 
This guide outlines how to upload and interface bills in OMNI Financials. Instructional videos can be four 
in the Mastering Auxiliary Billing Training Series. 

1. Select the Auxiliary AR/Billing tile: 

 
2. Navigate to the FSU Billing Upload Template tab in Auxiliary Billing: 
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3. Download the template from the Controller’s Office website.  

 

4. Save the template to your desktop to remove the Microsoft security risk.  Then reopen the 
workbook. 

 

5. Follow the instructions on the instructions tab. 
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6. Use the FSU_AUX_PO_DTL and FSU_CTRL_AUX_CUST tabs in the Auxiliary Billing tile of OMNI FI to 
download the needed queries to run the template 
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7. Paste them in the template following the instructions. 

 

8. Start populating your billing data on the All Bill Data Entry tab. 
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9. Read the instructions at the top of each column on how to populate each cell. 
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10. Review for accuracy when entering customer and purchase order information.  Red will prompt a 
review, which may be OK. 

11. Once all data is entered, save your template. 
12. Navigate to the Export Files tab when finished and click the macro button to create the upload 

files. 

The files will save to your desktop.  If using long notes, you will have a Note and Notelnk file. 
DO NOT MANIPULATE THESE FILES. 
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13. Navigate to Auxiliary Billing tile and navigate to the Bill Upload tab. 

 

14. Search for your run control.  If a run control needs to be created, click Add a New Value. 

 

15. Enter BILL_UPLOAD for your run control that will be used to run the system job. 



 

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

 

16. Select the delimiter type as comma, and upload the files from your desktop. Make sure to upload 
either two or four files depending on if you use notes. 

Note: only one file can be added at a time. Files can also be dragged and dropped to 
the attachment box when adding: 
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17. Click OK. 

 

 
18. Click Process Monitor. 
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19. Ensure you see success and posted and click details.  ANYTHING ELSE CONTACT AUXILIARY 
SERVICES.  

 

 

20. Click View Log/Trace 
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21. Click the larger file 

 

22. Note the Interface ID. 

 

23. Navigate to Auxiliary Billing and to the Interface Bills tab. 
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24. Similar to the upload, enter your run control or create one. 

 

25. Enter your Interface ID and click Run. 
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26. Select the first box and click OK. 

 

27. Click Process Monitor. 

 

28. Ensure you see success and posted.  ANYTHING ELSE CONTACT AUXILIARY SERVICES.  

 

29. Run FSU_AUX_BILL_NOT_INV to make sure all your billing data is accounted for. 
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30. Check time stamps on the query for easy reconciliation.  

 


