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Idaho Supreme Court Monthly Invoice Billing (Cost Reimbursement)

Monthly Flat Rate Invoicing:

Under your contract in WITS, the Contractor (Idaho Supreme Court) is able to establish your budget for the year. You may now
submit your monthly invoices through WITS for approval and eventual payment by the Contractor.

Each month, you will submit one invoice per Tier in your contract.

To create and manage invoices, a user must have the Agency Invoicing role.

1. Getting here: Login, select Facility, select Agency from left menu, select Billing, then select Invoicing.
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Cost Reimbursement Invoice Search:

You may search for any invoices you have previously created.

1. Input Contract Name

2. Click Go

3. The status is displayed, and if the invoice has been marked for payment by the Contractor, you may click View
Paid Invoice.
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Creating a New Invoice:

1. Choose a Tier from the dropdown list.

2. Click Add Invoice.
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3. Click Save. Budget amounts will be displayed.
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4. Click Edit next to line item.

5. Enter the amount to be invoiced in the Current Month box (you should be invoicing for 1/12 of your annual budget
amount).

6. Click Update Invoice.
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Bill the Contractor:

7. Under Administrative Actions at the bottom of the screen, click Bill It.
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8. This will make the invoice read only and the status will be Billed.
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9. The Contractor may accept or reject the invoice. You will receive an email either way. If your invoice is rejected, you
may need to resubmit it with changes.
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