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Sales Invoice Request FS19 – Quick Reference Guide 

 

Purpose:  This guide provides an overview of how to submit a Sales Invoice request for a customer for University revenue 
when the University has fulfilled its contractual obligations and the debt has become due and legally payable. 

References:  Refer to the Accounts Receivable Handbook on the Finance Website.  

Index: 
1. Launch the Form from Appian 
2. Completing a Sales Invoice Request 
3. Completing a GST Wizard 
4. Saving a Sales Invoice Request 
5. Tracking the Progress of the Request 
6. List of Email Generated during Sales Invoice Request Process   

1. Launch the form from Appian  

Launching the Form 

 
 

Allocation of Invoice No to each 
form request 

To access the Sales Invoice Request, click on the following link from the Live 
environment in Appian - https://bpi.unisa.edu.au/suite 

Use your University Network ID and password to enter into the site 

As soon you launch an Appian form, Appian will allocate an invoice no to the form.  This 
invoice no will be used for the creation of the tax invoice in Finance One 

1. Click in Actions 
 

 

2. Click on the Finance folder 
in the left-hand menu 

3. Select the Sales Invoice 
Request FS19 
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https://www-p.unisa.edu.au/fin/policies/ARHandbook.pdf
https://bpi.unisa.edu.au/suite
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2. Completing a Sales Invoice Request  

Customer Details 

1. Enter the ABN or Debtor 
Code of the customer to 
populate customer details 
from Finance One.  Please 
note the debtor code must 
consist of 8 characters in the 
format as AAAAAANN 
 

2. A single ABN can have 
multiple debtor codes. 
Make a selection from the 
drop down list. New 
customers will not have a 
debtor code 

 
3. You can search by Customer 

name.  Please note the 
search by customer name 
must be an exact match to 
Finance One eg SA Health vs 
SAH 

 

4. If you are entering an ABN 
and returns no details, this 
requires all the customer 
details in the required fields 
to be entered for new 
customers 

 
 

 

Sanctioned Country Validation 

5. When entering a 
State/Country, the country 
will be validated against an 
Autonomous Sanctioned 
Country list to identify what 
country is sanctioned from 
the Department of Foreign 
Affairs and Trade (DFAT) 
website 
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This field becomes a drop down 

list if more than one debtor 

code is attached to the 

Customer ABN 
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Contact Details for the Tax 
Invoice 
6. Attention field will be 

exported with the debtor 
details in the debtor chart 
in Finance One.  This will 
allow the Attention name 
to be printed on the tax 
invoice for the customer 

7. The email field is where 
you want the tax invoice to 
be sent with copies to be 
included on the email 

8. The customer reference 
number is the purchase no 
attached to the revenue – 
max of 10 characters 

 
 

Revenue Type 
 
9. The question relates to 

whether the research 
revenue is countable under 
the Higher Education 
Research Data Collection – 
see website 
http://w3.unisa.edu.au/res
/admin/HERDC.asp  

 

 

10. If the customer’s invoice 
requires the invoice amount 
to be in foreign currency, 
select the currency from the 
drop down list 
 

11. Insert the total amount 
exclusive of GST in foreign 
currency on the customer’s 
invoice into the field.  The 
conversion into Australian 
dollars will be calculated 
automatically based on the 
daily currency conversion 
rate 

 

Sales Invoice and Coding 
Details 
 
12. Each Invoice Line Item 

represents a single line item 
narrative, amount and GST 
code that appears on a 
customer sales invoice 
 

13. The Additional Coding Line 
allows for an invoice line to 
be allocated across 
multiple Cost Centres. Only  
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http://w3.unisa.edu.au/res/admin/HERDC.asp
http://w3.unisa.edu.au/res/admin/HERDC.asp
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one description for the 
total amount for that line 
item will appear on the 
customer invoice  

 
14. Add New Invoice Line 

creates a new line item and 
cost (Line 2) to appear on 
the customer invoice.  This 
will have a different 
description or GST code to 
the previous line item on 
the invoice (Line 1) 

 

 

 

Please Note: The use of special characters – 
&, para markers (new line break), %, * , ‘, “  
are not accepted in all free text fields that require the fields to be integrated into Finance 
One. 

Additional Information Free 
Text Field 
 
15. Any information to appear 

on the customer’s invoice 
that is not directly related to 
the description of each line 
item cost, is captured in the 
free text field 

 

 

 

Please Note: The use of special characters – 
&, para markers (new line break), %, * , ‘, “  
are not accepted in all free text fields that require the fields to be integrated into Finance 
One. 

Summary of Revenue to 
appear in Finance One 
 
16. Summary of the allocation 

of revenue to the 
nominated cost centres as 
per the coding information 
used in the sales invoice 

 

 

Tax Determination Summary 
 
17. Summary of the tax 

determination listing your 
selections from the GST 
wizard 
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Supporting Documentation 
 
18. There are two types of 

supporting documentation 
1) documentation that 
supports the invoice to be 
stored in Finance One, 2) 
documentation to be 
attached to the Customer’s 
invoice.  If the attachments 
relate to 2, please insert the 
instructions in the 
Comments field for the AR 
Team to follow 

 

 

Comments 
 
19. Allows for commentary to 

be made between process 
participants, intended for 
the next subsequent 
process participant 

 

Notification of Invoice Request 
 
20. Name of cost centre 

manager is retrieved from 
the Cost Centres used in the 
customer’s invoice request 

21. You can also insert 
additional notifiers who will 
receive the email 
notifications on the request 

 

 

Preview Tax Invoice 
22. Prior to submitting the 

request to Accounts 
Receivable for processing, 
you can view the tax 
invoice from what Appian 
will be producing in 
Finance One.  This will 
provide you with a sample 
on the wrapping of the text 
in the description field on 
the invoice 

 

 

Action Buttons 
 
23. Submit Request – submits 

to the AR Team for 
processing.to the AR Team 
for processing.to the AR 
Team for processing.  This 
Action button will change 
on the basis if any GST 
wizard summaries have 
been flagged for review 
Send for Review – 
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providing the flexibility to 
send to any other staff 
member for review if 
required 
Discard Request – 
discarding the request in 
Appian 
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3. Completing a GST Wizard  

24. A GST Wizard is available to 
determine the most 
appropriate GST code to be 
used for a sales invoice line 
item.  The GST wizard can 
be selected from the Tax 
Code drop down field 
 

25. The GST wizard provides a 
set of categories to be 
selected that best describes 
the good/service activity of 
the invoice 

26. Step through each of the 
selection options in the GST 
wizard to produce a tax 
code determination 

27. At the end of the 
selections, there will be an 
instruction provided to 
action the request with the 
relevant action buttons 

 

 

 

 

 

 

28. Action buttons – you can 
flag any of the responses 
from the summary for 
further submission for the 
GST review 

 

 

29. The flagged items will 
appear in the Tax 
Determination Summary 

30. The Action buttons on the 
bottom of the Sales 
Request form will change 
allowing you to Submit for 
GST Review instead of 
Submitting to AR for 
processing 
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4. Saving a Sales Invoice Request  

1. The save function on the 
left-hand side of the 
Appian standardised menu 
has the functionality to 
save your request during 
the process 

 

2. The request will be saved 
in the Tasks folder 

3. As the form was not 
submitted and only saved 
in the initial process, there 
will be no further details 
listed in the file name 
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5. Tracking the Progress of the Request  

1. To open your approved 
Sales Invoice Request 
record, go to 
https://bpi.unisa.edu.au –  

2. Click on the Records menu 
and Select the Sales Invoice 
Request 
  

3. Select the Invoice No 
record from the list of sales 
invoice requests initiated  

 

4. Click the hyperlink to 
display the Sales Invoice 
request – sample of the 
Appian Sales Invoice 
request 

 

5. Download the sample of 
the tax invoice produced by 
Finance One as sent to the 
customer 

 

 

6. List of Email Generated during Sales Invoice Request Process   

1. Initiator clicks on Send for Review button and the selected reviewer will receive an email 
2. Once the reviewer reviewed the request and clicks on Return to Initiator, Initiator will get an email 
3. Initiator Submit Request, an Information email will be sent to cost centre managers and additional notifiers. 

The requestor will be in “CC” of the email 
4. AR Team will receive an email to process the sales invoice request 
5. If the AR Review clicks on Return to Initiator an email will be sent to the initiator 
6. If AR Team clicks on Export to Finance One, the initiator will get an email 
7. If the initiator or AR sends for the GST Review, an email will be sent to GST Accountant 
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