
LOC Invoice/ Drawdown Workflow Process (Expense Based Billing)
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Expenses fed 
nightly to G/L ( this 
includes Accounts 
Payable, Salary, 

EB’s etc)

Expense charges 
are recorded in the 
GL at the (26 Digit 

Account #)

GMS records 
expenses as 

Unbilled

Invoicing process is run: (auto 
approve and release).  Only on 

Allowable expense items.  

Invoice transactions are 
Interfaced from Grants 
Module to Receivables 
Module. Feed sent to 

the GL

Invoice: Fed From the 
Receivables module 

transfers Unbilled AR to 
Billed AR.  Transactions 

are posted to the GL 
Holding Account (FUND 

599999)

Grant Overhead 
Recovery process 

runs (Only on 
Allowable Expense 

items

Grant Revenue 
Process RUNS 

(Only on Allowable 
expense items

Indirect Costs are 
posted to the 

appropriate 26 
digit account # 

(FUND # created 
for this Award 

Object code 5282

Revenue is posted to the 
appropriate 26 digit 
account # (FUND # 

created for this Award: 
Object Code 4600

Offset to Revenue is 
posted to the GL Holding 
Account (FUND 599999) 

Unbilled AR 1222

Revenue: Custom process 
transfers unbilled AR from 

FUND 599999 to FUND created 
for the Award (000-0034-4-
5XXXXX-1222-0000-0000

Invoice: Custom process 
reduces Unbilled AR and 
increases  Billed  AR from 

FUND 599999 to FUND created 
for the Award (000-0034-4-
5XXXXX-1220-0000-0000

Transactions/data from 
Financial Systems is 

imported into the 
UPENN Data 
Warehouse 

Report Generated 
listing Open invoice 
information for this 

Letter of credit/ Sponsor

Report is Exported into 
Excel and Reviewed

Request for Cash is 
Imported into (Sponsor 
Payment System (PMS,  

AMC$ System)

Payments is sent from 
Sponsor Payment 

System (PMS,  AMC$ 
)to the Upenn bank 

account

Receipt of Payment is 
Recorded In Receivable 

Module

Invoice-Cash: Fed From 
Receivables: Cash 

receipt is recorded in 
the General Ledger 

(Operating Cash and 
Upenn Cash Suspense 

(Unapplied Cash)

Payment Received is 
applied to the 

appropriate invoices 
included in the request 
for cash. Feed sent to 

the GL

Invoice-Cash Feed from 
Receivables : Cash is 
transferred from the 

Cash Suspense 
account to the GL 
Holding Account 

(599999)

Invoice-Cash: Custom process 
transfers cash receipt from 

FUND 599999 to FUND created 
for the Award (000-0034-4-
5XXXXX-1220-0000-0000
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Non-LOC Invoice Workflow Process (Expense Based Billing)
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Expenses fed 
nightly to G/L ( this 
includes Accounts 
Payable, Salary, 

EB’s etc)

Expense charges 
are recorded in the 
GL at the (26 Digit 

Account #)

GMS records 
expenses as 

Unbilled

Invoicing 
process is run: 

onnly on 
Allowable 

expense items.  

Invoice transactions are 
Interfaced from Grants 
Module to Receivables 
Module. Feed sent to 

the GL

Invoice: Fed From the 
Receivables module 

transfers Unbilled AR to 
Billed AR.  Transactions 

are posted to the GL 
Holding Account (FUND 

599999)

Grant Overhead 
Recovery process 

runs (Only on 
Allowable Expense 

items

Grant Revenue 
Process RUNS 

(Only on Allowable 
expense items

Indirect Costs are 
posted to the 

appropriate 26 
digit account # 

(FUND # created 
for this Award 

Object code 5282

Revenue is posted to the 
appropriate 26 digit 
account # (FUND # 

created for this Award: 
Object Code 4600

Offset to Revenue is 
posted to the GL Holding 
Account (FUND 599999) 

Unbilled AR 1222

Revenue: Custom process 
transfers unbilled AR from 

FUND 599999 to FUND created 
for the Award (000-0034-4-
5XXXXX-1222-0000-0000

Invoice: Custom process 
reduces Unbilled AR and 
increases  Billed  AR from 

FUND 599999 to FUND created 
for the Award (000-0034-4-
5XXXXX-1220-0000-0000

Invoice is manually 
generated into Sponsor 

Payment System 

Payments is sent from 
Sponsor to the Upenn 
bank account or check 

is received and 
deposited

Receipt of 
Payment is 
Recorded In 
Receivable 

Module

Invoice-Cash: Fed From 
Receivables: Cash 

receipt is recorded in 
the General Ledger 

(Operating Cash and 
Upenn Cash Suspense 

(Unapplied Cash)

Payment Received is 
applied to the 

appropriate invoices in. 
Feed sent to the GL

Invoice-Cash: Feed 
from Receivables : 

Cash is transferred from 
the Cash Suspense 
account to the GL 
Holding Account 

(599999)

Invoice-Cash :Custom 
process transfers cash 

receipt from FUND 
599999 to FUND created 
for the Award (000-0034-
4-5XXXXX-1220-0000-

0000

Custom 
Workflow 
Process is 

run

Desk 
Accountants 
(reviews and 

Approves 
Invoice. )

Team Leader 
Reviews and 

releases 
Invoice

Post Award 
Assit. Director 
Reviews and 

Releases 
(Final Invoice)

Desk Accountant Runs Fund 
Summary Report (info from 
PennERA, BEN, Salary etc)

Invoice is either printed 
and mailed to sponsor 

or automatically 
emailed to a address 

recorded in BBR
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Event Billing Process (Expense does not drive the invoicing process)
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Expenses fed 
nightly to G/L ( this 
includes Accounts 
Payable, Salary, 

EB’s etc)

Expense charges 
are recorded in the 
GL at the (26 Digit 

Account #)

GMS records 
expenses as 

Unbilled

Invoicing 
process is 

run

Invoice transactions are 
Interfaced from Grants 
Module to Receivables 
Module. Feed sent to 

the GL

INVOICE: Fed From the 
Receivables module credits 

Unbilled AR or deferred Rev and 
Debits Billed AR Transactions are 
posted to the GL Holding Account 

(FUND 599999)

Grant Overhead 
Recovery process 

runs (Only on 
Allowable Expense 

items

Grant Revenue 
Process RUNS 

(Only on Allowable 
expense items

Indirect Costs are 
posted to the 

appropriate 26 
digit account # 

(FUND # created 
for this Award 

Object code 5282

Revenue is posted to the 
appropriate 26 digit 
account # (FUND # 

created for this Award: 
Object Code 4600

Offset to Revenue is 
posted to the GL Holding 
Account (FUND 599999) 

Unbilled AR 1222 or 
Deferred Rev 2630

Revenue: Custom process 
transfers unbilled AR or deferred 
rev from FUND 599999 to FUND 
created for the Award (000-0034-
4-5XXXXX-1222-0000-0000 or 

000-0034-4-5XXXXX-2630-0000-
0000

Invoice: Custom process Credits 
Unbilled AR or deferred rev and 
increases  Billed  AR from FUND 
599999 to FUND created for the 
Award (000-0034-4-5XXXXX-

1220-0000-0000) 

If required: the Invoice 
is manually generated 
into Sponsor Payment 

System 

Payments is sent from 
Sponsor to the Upenn 
bank account or check 

is received and 
deposited

Receipt of 
Payment is 
Recorded In 
Receivable 

Module

Invoice- Cash Fed From 
Receivables: Cash receipt 
is recorded in the General 
Ledger (Operating Cash 

and Upenn Cash 
Suspense (Unapplied 

Cash)

Payment Received is 
applied to the 

appropriate invoices in. 
Feed sent to the GL

Invoice-Cash Feed from 
Receivables : Cash is 
transferred from the 

Cash Suspense 
account to the GL 
Holding Account 

(599999)

Invoice – Cash: Custom 
process transfers cash 

receipt from FUND 
599999 to FUND created 
for the Award (000-0034-
4-5XXXXX-1220-0000-

0000

Custom 
Workflow 
Process is 

run

Desk 
Accountants 
(reviews and 

Approves 
Invoice. 

Team Leader 
Reviews and 

releases 
Invoice

Post Award 
Assit. Director 
Reviews and 

Releases 
(Final Invoice)

Desk Accountant Runs 
Fund Summary Report 

(info from PennERA, BEN, 
Salary etc)

If required the Invoice is 
either printed and 

mailed to sponsor or 
automatically emailed to 
a address recorded in 

BBR

Invoice: After the 

Pennera to BEN interface 
is run to create a New 
Award/FUND value the 

Event Billing Schedule is 
updated.  This will record 
the dollar amount of the 
Invoice (and Revenue if 
appropriate).  See BBR 

Event Tab Note: this 
schedule can be updated 
at any time if additional 

dollars are awarded to the 
project

Does the 
invoice 

need to be 
reviewed

Yes

NO
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CTA Account Setup/ Update Process:  (Expense Does Not Drive the Invoicing Process)
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CTA 
Agreement is 

Fully 
executed

Copy of the 
Agreement  to sent 

to the Office of 
Clinical Research 

(OCR MGR 
RESEARCH 
FINANCE) 

PennERA: Copy of 
the Agreement is 

added to the 
PennERA 

Attachment 
Screen

Updates PennERA: 
Request FUND # to be 
created for the full term 
of the award (Not 3 or 6 
months) awarding the 

Project for $1.00.  Issue 
a AIS for the Project 

Copy of the 
Invoice is sent to 

GCINVOICING@L
IST.  ORS then 

reviews the invocie 
and

The Awarded 
Dollars are 

increased in BEN 
via the interface 
from PennERA 

BBR: Payment Is received 
and posted to BBR VIA the 
Wells Fargo Interface.  The 

Receipt is applied to the 
Open Invoice generated in 

BBR

Copy of Fully 
Executed 

Agreement

Email notification  is 
drafted to included initial 
setup data (include end 

date and if unspent funds 
can be retained by the 

University or returned to 
the sponsor.  

Payment is 
received from 

Sponsor, recorded 
in BBR via the 
Wells Fargo 

interface

Resp Org received 
the AIS Online 

Email Notification 
which includes the 

FUND # 

Invoice is 
generated or data 
is submitted to the 

Sponsor 

Sponsor received 
invoice or reviews 
data submitted by 
the Upenn Resp 

Org

Payment is issued 
to the University of 
Penn (Check/ACH/

Wire transfer)

If the Invocie was already sent 
to ORS and processed 

(PennERA update and BBR 
invoice generated

ORS Updates BBR to 
record the Invoice and 

Milestone revenue.  

BBR to GL 
interface posts 

Revenue (o/c 4600 
and a receivable 

(o/c 1220)

Forwards a copy of the 
invoice into the ORS 

Account Setup Workflow 
Process 

 to use as documentation 
to Update the PennERA 

Awarded Dollars

The Awarded Dollars are 
increased in BEN via the 
interface from PennERA 

Is there a 
invoice 

recorded in 
BBR

No

YES
BBR to GL interface and 
Allocation Process posts 
Receivables transactions  

to the 5-fund

ORS Cash Group Updates BBR to record 
the Invoice and Milestone revenue and 
Applies the receipt to the newly created 

invoice

Forwards a copy of the receipt into 
the ORS Account Setup Workflow 

Process 
 to use as documentation to Update 

the PennERA Awarded Dollars
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