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OMNI AR/Billing: Generating Pro Forma Bills  
Detailed Business Process Guides – ABILL9 

 

Use this tutorial to understand how to generate “Pro Forma” bills as needed to review internal bills.  

This document includes steps for how to generate Pro Forma bills one by one or as a batch by bill source.  

Pro-forma invoices are pdf bill images that are designed just so that you can see how the bill will look 

when it is invoiced. Pro forma bills do not email the customer nor do they record AR or revenue. They are 

not actual invoices; they are bill images.  

Generating Pro Forma Bills: One Bill at a Time 

Main Menu > Billing > Maintain Bills > Standard Billing 

 

 

mailto:ctl-auxiliaryaccounting@fsu.edu


 

Office of the Controller  2 
Rev. April 2018 
Questions? Contact: ctl-auxiliaryaccounting@fsu.edu  

 

 

1. Look up a Bill 

a. Searching for a Bill 

i. Business Unit: AUX01 

ii. You can use any of the optional criteria to narrow down your search 

 
1. TIP: Use the Bill Status criteria to locate bills by status if you do not have 

the Invoice Number on hand 

b. If you are creating a new bill, please refer to BGP ABILL2 for instructions 

c. If you are creating a new quote, please refer to BGP ABILL4 for instructions 

2. Click on the Pro Forma icon 
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3. Click “OK” on the Message 

 
4. 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 

 
a. Depending on the time of day and demands on the OMNI servers, it might take several 

minutes for the PDF to be generated 

5. Periodically click on the “Refresh” button until you see a link for the BI_PRNXPN01 Report 

 
6. Click on the Report Link 

7. The PDF file is located under the File List 

a. Click on the link 

b. Depending on your browser settings, a new browser tab or window will open up with 

the PDF 
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Generating Pro Forma Bills: Batch by Bill Source 
 

Main Menu > Billing > Generate Invoices > Non-Consolidated > Print Pro Forma 

1. Navigate to the Print Pro Forma page: Billing > Generate Invoices > Non-Consolidated > Print 

Pro-Forma 

 

2. Select the “Find an Existing Value” tab if you have previously created a Run Control. Select your 

Run Control from the list.  

a. If you have not previously created a run control, create a new one by remaining on the 

“Add a New Value” tab and typing in the desired run control name (e.g, AUX_ 

PROFORMA).  

3. On the Run Control Pro Forma tab, select the following options:  

a. Invoice Date Option = Processing Date  

b. Range Selection = Bill Source 

c. From Business Unit = AUX01 

d. To Business Unit = AUX01 

e. Bill Source: Select your Bill Source from the drop-down box using the magnifying glass to 

search  
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4. You may preview the bills that will Pro-Formas will be created for by clicking the yellow 

notebook icon:  
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5. When ready, select “Run” to start the process.  

 

6. On the Process Scheduler Request page, select BIJOBP01 then select “Ok.” You will be provided 

a Process Instance number.  
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7. Monitor your results using the Process Monitor page. Refresh as necessary. When the results 

are “Success” and “Posted,” you may retrieve your PDF file.  
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The file is ready when the Process Monitor shows Success:  
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8. Retrieve the PDF file. Navigate to “Report Manager” in the upper right-hand corner of the page. 

Click the BI_PRNXP01-BI_PRNXP01.PDF file.  

 

9. Click the BI_PRNXPN01.pdf link to open your file (ensure popup blocker is disabled). A new 

window will appear with one pdf file containing all invoices pages for your review.  
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