Keck School of Medicine of USC
Beacon Accounts Receivable
Invoice Creation Manual

Getting Started

1. [bookmark: _GoBack]To log in to Beacon, go to Beacon System Portal at https://beacon.usc.edu
2. Click on “Accounts Receivable”
3. Use your “med.usc.edu” credentials to login, not your USC ITS KFS/shibboleth login credentials.
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We recommend using Internet Explorer (full version, not Edge) or Google Chrome.

4. Click on Please select a department, drill down to Clinical and click on your respective department:
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Create an Invoice

1.  Click on Create Invoice
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2.  Drill down on your Customer.  
 Invoice Date is the date you’re creating an invoice.  It can be changed.  Due date is fixed at 
 Net-30 but it can be changed too
 Drill down on your Account Number
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	     Note:  If a Customer needs to be added, please email Angelica Chiang at caraig@med.usc.edu

3. Click on Add New Row
Select Service Type, Add Description, Quantity and Unit Price
To add another row, click Add New Row
To remove a row while creating invoice, check the small box on the left of that row and click Remove Selected Row
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4. Invoice number will be assigned when Save button or Submit button is clicked.  Preview button will show Invoice in PDF Form regardless if an invoice was just Saved or already Submitted
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Note: Invoice can be corrected once Saved.  Once Submitted and correction is needed, email  Angelica Chiang at caraig@med.usc.edu  for adjustment/correction request

Invoice List

1.  To view Saved invoice/s, go to Invoices List and click on Saved/Not Submitted button
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2. To view Submitted invoice/s, click on Outstanding button
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image1.png
Keck School of Medicine of USC

BEACON PORTAL

Reporting

DASHBOARD REPORT

BUDGET REPORTS
BUDGET DASHBOARD

Accounts




image2.png
» Basic Science

Anesthesiology

Dermatology
Emergency Medicine
Family Medicine
Medicine

Neurology
Neurosurgery
Obstetrics and Gynecology
Ophthalmology
Orthopaedics
Otolaryngology
Pathology
Psychiatry

Radiation Oncology
Radiology

surgery

Urology




image3.png
Invoices List ~ Create Invoice  PostPayment  Admin ¥ Reports v





image4.png
Invoice Number

Invoice Date 06/11/2020 & DueDate 07/11/2020 iz}

Account Number





image5.png
ASSET Course/ ATLS Course

Honorarium
Joint Venture

Lab Services

License Fee

Medical Directorship

Medical Services Coverage





image6.png
Invoice Number

Customer Union Station HomelessServices - Hope Stremski - 825 E. Orange Grove BIvd, , Pasi ¥
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Customer Union Station HomelessServices - Hope Stremski - 825 E. Orange Grove Blvd, , Pz ¥
Invoice Date 06/11/2020 & Due Date 07/11/2020 B ‘
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v Service Type Description Quantity Price Total

v Medical Directorship Dr. A. Chiang, May 2020 1 $2500000  $2500000

v Medical Directorship Dr. A. Chiang, June 2020 1 $2500000  $2500000
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Ouistanding | Saved/Not Submitted
Q
Invoice Number Customer Name Invoice D... DueDate Invoice Amount  Invoice Balance  Aging Days Preview
Union Station HomelessServices 202006-11 20200711 72 72
00007 Union Station HomelessServices 20200611 |2020-07-11 0 @
EAM00008 Union Station HomelessServices 2020-06-11 | 2020-07-11 50,00000 5000000 0 @
Emanate Health 20200611 |2020-07-11 500000 500000 0 @





