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Overview 
The Sponsored Project Invoices, (reporting/queries tool), was developed primarily for departmental 

access to view a list of invoices based on various attributes of an award and related billing, and to allow 

a drilldown to view the actual PDF invoice and supplemental backup data when applicable. The drill 

down also allows a view to the address and contact email to whom the invoice was directed to if 

designated in the setup. 

 



 

The list of available options are as follows. 

• Invoices by Contract/Award 

• Invoices by Biller 

• Invoices by Project 

• Invoices by GACT 

• Invoices by PI 

• Invoices by SpeedType 

• Invoices by Org/Department 

• Invoices by Sponsor 

• Invoices by AutoEmail 

 

Running the Query 
 

Begin by selecting either the Query Manager or Query Viewer tile depending on your access. The query 

Manager tile is located on the Tools & Utilities home page and Query viewer is located on the Finance 

Inquiry home page. 

    

  

When the query tool opens search for the GM_BI_INVOICES query. 

 

 



You will get a listing of all the queries in the series. The only query you need is the first one in the list 

GM_BI_INVOICES. Add that one to your favorites, it is recommended to only use the top-level query, 

all of the other queries can be accessed through this main query. Use the run to XML option. 

 

Note: The benefit of only using the top-level query is that it passes the BU parameter to the next query. It also allows you to 

keep the tabs open to make your searches more efficient. In this example I have my top-level query open, I ran the query for 

one award, and then for a second award, I can then run it by project or other option, always keeping each tab open until I 

choose to close it. It also carries the description to the drill down query, running a query individually will not display the 

description, only the query name. 

  

 

 

 

 The results are shown below, from this query you can click any of the links on the line for your Business 

Unit, to see the list of invoices for that option.  

 



Note: blank spaces were defined by the Grants and Contracts office as not needed for that Business Unit. 

 

 

Drilling into the Invoice/PDF 
 

 

 

When you click on any of the links it will take you to the next step where the Unit will be prepopulated,  

you will then be prompted for the value that corresponds to the link you chose. 

Most of the queries will have a date range that is optional (leave blank for all dates). 

 

Most of the queries will have a prompt lookup  to search for the value if it is not known.  

 

 

Using the example of Invoices by Award, a search may look something like this. I enter the first part of 

the award “DE-AR” click the search button, and then I will see results of all awards that begin with those 

letters. More on searching, will be shown later in the document. 

 



After you select the values and click View Results, you will see the data. The design is simple, only 

showing the main components of the invoice.  

All queries will contain the link to the invoice header where you will be able to extract the PDF invoice. 

Note: only invoices after approx. November 6th, 2020 will have the PDF available, this feature was not implemented until 

that time. 

Most reports will show the Project portion of the invoice and the full invoice amount. i.e., in this 

example, you can see there are 4 projects that make up invoice 1034403, the full amount of that invoice 

is show on each line. The sum of the 4 project lines will equal the Inv Amount.  

Note: this will be more prevalent for UCB as they typically bill at the contract level which will typically contain multiple 

projects. For the other business units, it will be more common to see a one-to-one relationship. 

 

 

 

 

 

Note: about performance 

You may discover that sometimes when running one of the queries, it will take a long time to return results. Here is an 

explanation. 

Example:  

One project had only 33 invoices, however the total of those invoices amounted to $ 42,142,023.93  

Within those 33 invoices, there were 27,750 billing lines.  

There are 20.6 million lines in the table that contains the billing information on which these reports are based. 

One way to cut down on run times, is to use the Invoice Date range to narrow the search results. 

 

Retrieving the Invoice 
After you run one of the queries and click on the invoice link, the Invoice header page will appear. 

If there is a link present “View Invoice Image” (remember only available after 10/2020), then clicking the link will 

render the PDF image (see image next page). 

 



 

If the invoice has supplemental data, you will also see that portion of the PDF as well. 

 

 



Also, if the query shows media other than “Printer” then there exists a contact on the invoice. 

 

When that invoice link is selected, you can click on the “Address” link to see the contact information. 

 

 

 

 

 

 

The next Section shows each of the query options, the criteria selection, and a sample of the report. 



Invoices by Contract/Award 
Select or enter an Award number, Invoice Date range is optional. 

  

 

 

Invoices by Biller 
Select or enter a Biller, Award and Invoice Date range is optional. 

 

  

Note: when prompting for the biller a short list will appear, you can sort the list alphabetically by clicking 

on the Name 1 column header. 

  



 

Invoices by Project 
Select or enter a Project, Invoice Date range is optional. 

Note: option, use a partial project ID lookup as explained previously. 

  

 

This query has an added column to indicate that the invoice has multiple projects, because this query is 

for a single project you will still see the total invoice amount, but only that projects portion.  

 

 

 



Invoices by GACT 
Select or enter a GACT, Award and Invoice Date range is optional. 

  

Note: the list of GACTS is also a small list  

 

 

 

 

 

 

 

Invoices by PI 
Select or enter a PI, Invoice Date range is optional. 

Note: the value must be the User ID of the PI, see below on how to find and select a PI. 

 



After clicking on the Prompt button, you will get a list of all PI’s note the range shows 1-300, therefore 

there are more PI’s that will not be displayed. To resolve this, click the Advanced Lookup. 

 

When the Advanced lookup box opens you can search by Name or Last Name (our naming convention is 

always (last name, first name and middle initial) so you could type the last name in either field. 

  

 

Another option is to change the search criteria. In this example, click on the small down arrow in the 

name field, it will show a list of operators. When selecting contains, type in a name, any values that 

contain that name will appear. 

       



Invoices by SpeedType 
Enter a SpeedType, Invoice Date range is optional. 

   

Note: A Project may have multiple SpeedTypes (primarily with UCB) as show below. the query will only return 

those amounts related to that SpeedType. In the example below you will see the portion of the invoice that 

contains that SpeedType and the full invoice amount, this would indicate that there multiple SpeedTypes on the 

invoice (same as shown for multiple Projects on an invoice). 

 

 

 

 

 

 

Invoices by Org/Department 
Enter or select an Organization.  

   

 

 

 



Note: this query also has the Advanced Lookup function. 

 

This is a two-step query. It starts with a summary at the Award level.  

Select the Award to see the detail. Also note: this tab will remain open allowing you to select and view other 

awards. 

 

 

 

 

 

Invoices by Sponsor 
Enter or select a Sponsor, Invoice Date range is optional.  

 

  



 

 

Invoices by AutoEmail 
Enter as an option, the Biller, and Invoice Date range. 

This report displays all invoices that are auto e-mailed showing the e-mail address and validation that 

the email with the invoice was successfully sent. 
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