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Step 1 : Obtain the invoice / credit template spreadsheet

[bookmark: _Toc64455936]There are separate templates for requesting invoices or credit notes. 

These can be requested from the Income Office income@bath.ac.uk. They can also be accessed from the Income Office’s webpages: https://www.bath.ac.uk/guides/sales-order-summary-guide.bho/

Please use the following:

For credit notes, use ‘samis_credit_template.xls’
For invoices, use ‘samis_invoice_template.xls’

[bookmark: _Toc194490984]Step 2 : Complete the template

The Income Office cannot amend your template for audit purposes. Please therefore ensure there are no formulas in any of the fields. If documents are not correct, they may be returned to be corrected.

	A
	B
	C
	D
	E
	F
	G
	H
	I
	J
	K
	L
	M
	N

	Debtor
no
	Stu
name
	Stu 
no
	‘INVOICE’
or
‘CREDIT’
	Object type
	Course/
Module
Code
	Amount
e.g.
1000.00
	Agresso project
	PO / ref number

	FAO
	Narrative
(max 255 characters)
	Allocate to
	Credit
Note
Reason
code
	Credit note reason



A. Debtor Number - Mandatory
· This is the code of the person/sponsor who will be responsible for paying the invoice. 
· If the payer is a sponsor, the sponsor’s ref can be found in Samis page ‘SPO’.
· To request a new sponsor set up, the ‘Sponsorship Agreement Letter’ should be completed by the sponsor and submitted to income@bath.ac.uk.

B. Student Name – Not Mandatory 
· Details are not pulled through to the document. If populated, this field should not contain any commas.

C. Student Number - Mandatory
· It is very important that you check that the student has a fee status or income will not be posted correctly. See instructions below.

D. Template code - Mandatory
· This will be either INVOICE or CREDIT depending on what you want to raise.

E. Object Type - Mandatory
· Choose the object type from the list on the tab on the spreadsheet. 

F. Course/Module Code – Mandatory for course and module invoices
· For course (CRS), module (MOD) or CPD invoices, the course/ module code is essential. 
· Leave blank if invoice is not for CRS, MOD or CPD object types.

G. Amount - Mandatory
· The net amount you want to invoice or credit note
· Please DO NOT add ‘-‘ minus sign for credit notes. 
· Please DO NOT add any punctuation (£ or commas). The sheet is formatted to be imported to Samis without punctuation.
H. Agresso project - Mandatory
· Enter the Agresso project that you want the transaction to be posted to.

I. PO or Ref number – Not Mandatory 
· If required, enter organisation’s purchase order or reference number otherwise please leave blank. 

J. For attention of – Not Mandatory
· Enter the ‘for the attention of’ name if applicable. This will be shown at the top of the invoice. This is only suitable for sponsor invoices. The student name will automatically appear on student and sponsor invoices so do not add it in this section.

K. Narrative – Not Mandatory
· Enter the narrative that you want to show on the invoice/credit note. 
· The student number and name will automatically be displayed so do not enter.
· The CRS or MOD detail will also appear automatically.
· The total character must not exceed 255 characters in this section.

L. Allocate to – Not Mandatory
· Invoices – If the invoice is to clear against an existing unallocated credit note or prepayment, enter the ‘Reference’ here.
· Credits – If the credit is to clear against an existing unallocated invoice, you must enter the invoice reference here.

M. Credit Note Reason – Mandatory on Credit Note template only
· Enter the appropriate credit note reason code, from the ‘credit note reason’ tab 

N. Credit Note Reason Detail – Mandatory for when ‘OTH’ (Other) selected above
· If you have selected OTH as the credit note reason code, please enter a brief summary of the reason for the credit. Do not complete this box if you have not selected OTH.



[bookmark: _Toc194490985]Step 3 : Submit your template to be processed

Once the spreadsheet is complete, please submit but accessing the Self-Service TOPdesk portal. 
Go to the University Home Page, hover over ‘Report a Problem’, click ‘IT faults and issues’. 
Login, and select the ‘Income Office’ tile.
Click ‘Samis Invoice Request’.
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The invoice request page will ask:
Payment terms, 30 days or other, please indicate.
Whether you would like the Income Office to email out the document, please select.
Whether you would like the batch number, please select.
You can then attach the completed template and submit.
The Income Office will then receive your request via TOPdesk and will process the document within 3 working days.
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Samis Invoice Request

Please use this form to provide the Income
Office with your invoicing/credit note
spreadsheet to be added to SAMIS.
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