REVIEW AND VALIDATE
BiLL ONLY

MFG

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step guide of how to
review and validate bill only orders in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers the process for reviewing and validating bill only orders in NCFS, which are used to
bill customers without a shipment or when a shipment has already occurred.

Review and Validate Bill Only

Click the Company Single Sign-On (SSO) button.
Enter your dac.nc.gov email address.
Click Next, then enter password.

On the Home page, select the Order Management tab.

LA S

Click Order Management App.
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QUICK ACTIONS APPS

Note: The Order Management Overview screen displays information visually, providing data for
DAC. As orders are created and progress, the diagrams and values will populate on this screen. If it is

a new instance, this screen displays with minimal information.
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MFG-36: Review and Validate Bill Only

6. Click the Create Order button.

Overview & Search | Advanced  Tasks v ﬁ

Orders on Backorder Orders Past Due Fulfillment Lines i Orders in Jeopardy
| o W Over 14 days
| W 810 14 days
LR B 1103 deys
No data available No data available
Orders on Hold Orders in Error Draft Orders in Error

A0

Note: To create a bill only order, follow the steps outlined in the MFG-28 Entering Manual Orders
QRG. Be sure to set the Order Type field to Bill Only. Once the bill only order has been created,
continue with the steps below to review and validate the bill only order details.

Once you are on the Create Order screen, the process for creating a bill only order follows the same
consistent approach used for other order types. The screen layout, header fields, and tabs remain
the same. The Primary distinction is the selection made in the Order Type field.

For this example, the Order Type field must be set to Bill Only. The Bill Only order type is used
exclusively for billing; no shipping or manufacturing occurs.

Order: PENDER COUNTY JAIL - 254 - Closed & Toal 2340 Acions v [
.
A
Customer PENDER COUNTY JAIL (561330) Business Unit 5200 DEPARTMENT OF ADULT CORRECTION
Contact "000000_AP Bill-to Customer "PENDER COUNTY JAIL
Contact Method 000000 Bill-to Account 117847
Ordered Date  7/30/25 11.17 AM Ship-to Customer PENDER COUNTY JAIL
Purchase Order POINVTEST Ship-to Address 104 N WALKER ST,BURGAWNC 28425 PENDER,US
I Order Type Bill Only I Sale Cradits
Sales Agresmen t

NCFS users can review and validate bill only orders by following the steps outlined above.

Additional Resources

Instructor Led Training (ILT)
e MFG114 — Manages Sales Order 2
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