
INVOICING
Who doesn’t love receiving bills?



Main Objectives of Invoicing

 Communicate to the students their financial 

obligation to the University.

 Collect funds for the University.  



Transactions
 The first and most important step in 

producing invoices is to make sure that 

all of the necessary transactions are 

accounted for on the student’s 

accounts.  

 If all of the transactions for a student 

aren’t accounted for, then producing an 

invoice for that student is in vain as the 

invoice will be incomplete and 

therefore inaccurate.  

 As indicated in the previous slide, the 

invoice is a form of communication, so 

as such we want it to be as clear and 

accurate as possible, so that students 

will take action and pay.



Transactions continued

 Most common charges are tuition, fees, housing, meals & Knight Card.

 Tuition and Fees are determined by the setups involved with Tuition Calculation 
which for this purpose we will simplify and indicate that the amount of tuition and 
if a student is charged for a particular fee relies mostly upon the student’s 
enrollment.  The Tuition Calculation process is controlled by the Student Accounts 
Office.

 Housing and Meals are determined by the setups involved with RMS within 
PeopleSoft.  RMS is controlled by the Residence Life Office in conjunction with OIT.  

 Knight Card is an optional plan available to undergraduate students.  Students have 
the ability to opt-out of the Knight Card plan and this piece of the process is 
overseen by the Student Accounts Office.

 Common miscellaneous charges include parking tickets, ID replacements, dorm 
damages, fire safety violations, health center, finance charges, late registration, 
health insurance, books and student conduct fines. Miscellaneous charges are 
controlled by each individual department in conjunction with Student Accounts 
through a couple of different processes.

 https://www.clarkson.edu/student-administrative-services-sas/2018-2019-
academic-year-tuition



Transactions continued
 Most common credits are financial aid, waivers, loans, military benefits and payments.

 Financial aid can be from a federal source, state source, institutional (Clarkson) or an 
outside source. 

 Federal financial aid is administered by the Financial Aid Office and is mostly contingent upon a 
completed FAFSA.

 State financial aid is administered by the Financial Aid Office (sometimes in conjunction with the 
Student Accounts Office) and usually contingent upon a completed application.

 Institutional aid is overseen by the Financial Aid Office and depending on the type of student, it is 
administered by the Financial Aid Office, the Admissions Office or the Graduate Coordinators.

 Aid from an outside source is administered by the Financial Aid Office but is mostly contingent upon 
the student communicating to the Financial Aid Office that they are receiving aid from an outside 
source.

 Most common Waivers are employee tuition benefits, cross registration and incoming 
exchange.  Waivers are administered by the Student Accounts Office through the Tuition 
Calculation process and usually are contingent upon specific criteria which sometimes 
involves a Student Group or Service Indicator.

 Loans – federal, institutional & private alternative: all are administered by the Financial 
Aid Office and are mostly contingent upon a completed application and depending on the 
type of loan, entrance loan counseling and the signing of a Master Promissory Note.

 Military Benefits typically have an application process and are administered by the 
Financial Aid Office, but depending on the type of military benefit can be processed by the 
Registrar’s Office, Student Accounts Office or the ROTC Office (Army or Air Force).

 Payments are administered by the University Cashier and can be made a variety of 
different ways.



Basic set up options for producing invoices
 Undergraduate, Graduate, Quarter, Trimester, Education

 Can select All Careers or select individual plans.

 Balance dues Only

 Balance dues & Credit balances 

 All balances – dues, zeros & credits

 Specific messages can be added to invoices based on an Item Type used.

 Examples include Parking Tickets, Room & Board charges and Dorm Damages.



Creating Invoices
 Typically we produce invoices in batches or individually.

 If producing in batch, then we need to assign the GON Service Indicator by running the 

process.  This process prevents invoices from being produced for inactive students.

 Create Billing Request

 Select options such as the billing id, due date, terms for aid.

 Generate Invoice

 This process “creates” the invoice within PeopleSoft.

 You can see if an invoice has been created for a student on their student account by clicking on 

the Items by Date link and scrolling to the bottom of the page. 

 Print Invoice

 This process creates a pdf of the invoice.

 Pdfs of invoices can be found on the P drive > temp > Invoice Copies



Example of an 

Invoice



Timing is 

Important

 Utilize the Business Process 

Calendar from the Registrar’s 

Office

 In addition, I try to send out an 

email approximately two weeks 

prior to processing invoices as a 

reminder.



Future Initiatives Regarding Invoicing

 Tuition Management Systems – TMS, new 3rd party vendor providing 
online payment and online billing services.

 Single Sign-On between PeopleSoft & TMS; students will be able to sign on 
to PeopleSoft and will not need to sign in again to access TMS – ETA for 
implementation is for Spring 2019.

 Delegated Access from students to parents; students will be able to grant 
access to their TMS account to their parents and whoever else they want –
ETA for implementation is for Fall 2019.

 Real-Time Integration between PeopleSoft & TMS; as transactions on a 
student’s account are updated, they will also be updated in real-time on a 
student’s TMS account – ETA for implementation is for Fall 2019.

 Hard copies of invoices will no longer be mailed.

 It is intended that we will provide a pdf copy of the 1st invoice of each semester to a 
student’s TMS account for reference purposes.

 A student’s account in TMS will be in a much more user friendly format then what they 
generally see in PeopleSoft currently.

 Since students will be able to view their invoices in real-time, it will become 
much more important to be accurate and timely with student account 
transactions.



When we assist each other to make all of the pieces fit 

together, then we achieve all of our invoicing goals!

Thank you for everyone’s 

continued cooperation!!



QUESTIONS???


