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1- Click on Cost Management. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2- Under Invoices, select Miscellaneous Invoices.  
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3- Click on +Add in the top bar. 

 
 
 
 
 
 

4- Project field - Select the project from the Project drop down menu. 
5- Company field – Will auto-fill based on the contract number selected.  
6- Vendor Invoice # field – Enter internal vendor #  
7- Invoice Received Date field – Will auto-populate 
8- Description field - Enter brief description 
9- Status/Revision - Select 
10- Cost Period field – Select from pull-down menu 
11- Billing Terms field – Select from pull-down menu 
12- Invoice Due field – Will auto-populate based on Cost Period selected  
13- Voucher # field – Enter internal vendor  
14- Category field – Select from pull-down menu  

a. 01 Business Services – Select this option to submit miscellaneous invoices to 
Business Services for processing. 

b. 02 Internal Funding Alignment – Select this option to capture costs such as PMF, 
Art, Shop Fees that Business Services includes on 1074’s (Budget Reconciliations) 

15- Click on the Save icon in the top bar.  
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16- In the lower bar click +Add.  

 
 

 
17-  Description field, enter brief description. 
18- Cost Code field, select applicable code.  
19- Cost Type field, select from pull-down menu.   
20- UOM field, select from pull-down menu.  
21- Quantity field, enter quantity, as applicable.  
22- Unit Cost field, enter unit cost, as applicable.  
23- Ext. Cost field – Will auto-populate based on previous cost data entries.  
24- Total Cost field – Will auto-populate based on previous cost data entries.  
25- Click the Save icon. 

 
 
 
 
 
 
 
 
 

26- Under “Workflow” tab, click “Submit” icon.   
a. Immediately after clicking “Submit”, the page will refresh; 
b. Under “Workflow Actions”, click “Save”. This will then prompt processing and 

action by Business Services.  
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