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Correcting Invoices

All completed within the A/R tab

1. Look up invoice to be corrected.

EI_* G Cust Hame Lkp:j|Cust Lkp:l Inwit Lkp: ‘ Crane Development 164908
| |

InvDescr T Paprnent T Other T Mezzages T Dretail TTxnsHislor_l,lT Diirectary T Pzt T Feports TSwitchboard

See Customer | RePrintB asic | FePrintterge | Log Changes | Log Actions@everse & FiebiICD FeopenClozediny | FrintM ated

2. Click on Reverse and Rebill Button.
= This will open the Invoice Reverse Form.

3. Select the transaction to be corrected by clicking on Modify this Txn to the left of the

transaction.
Abandon rebill
EL‘ Modifications complete - Regenerate invoice

__Modified? WEDste  WERIl E mployee CustMame Custé  BillExp  Rhrz Ohrz Dhes Skil Bl OBl DBl TotalBill

08/08/04] 08/08/04Healthy, Tom |Crane Devd 8E+05] $3303 | 40] 0] 0] PO04f25.05 37.58 [}B0.10 [$1.035.03
Mgty this Txn |, D5/08/04| U8/05/04] Larson, Jessica [Lrane Devel BE+05] $33.03 | 40 0 0] PODA25.05 37,55 o010 [1.035.03
Wiogity this Txn | D5/08/04] UB/0B704] Thomson, Josep|Crans Deve BE+05] $3303 | 400 0 0] POD&25.05 3755 15010 [1.025.03

= This will bring you to the full screen of the specific transaction and display the
Invoicing information.

4. Make necessary changes to the bill rate/hours/adjustments.

Employee Mame Customer Mame Aldent Custt AzglD EL* Fiefiesh CalcOT?
‘Healthy, Tom Crane |51 an ‘ 778664 21 5?‘ v

Novalonmant

EE Dapz Dayd Dapd Daps Dayk Day? THaurs WrkHrs oy [
| | | | | 0] | 0] 40] Shit
FiHrs OHrs DHrs Wiiworked |Seq Perftate
39 0 0 08/08/04] 0
AzzignmentPayrallMote:
OtherReimbursements Base Amount Uplifted Amit InvoiceText Bill
p [mileaoe - $i0.01 F0.01 I
parking - $0.01 $0.01 I’ :
travel - $12.00 §12.00 v EmplayeePayralNote:
mileage - $11.00 §11.00 Vx|
Record: 14 | | 1k |H |H&| of &
BRate $25.05 Urits: 0 Paycode Reg - Entity/CClr
ORate $37.53 UnitBill $0.00 Title Pa0d -|== SubE ntity
DR ate $50.10 Company|HIT Title [rata Entry Reghumber
SalaryBill $0.00 Branch |Memphis 5E POMumber CustE stral
FewTan: WEBIl  [08/08/04 - Supervizar CustEstra2
Tunld: 2 Billpl:  |$33.03 AcctCode CustE stra3
MonthlpBil Location
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(continued)

5. Click Refresh.
6. Click the Close door button.

Repeat Steps 3 and 4 for each modification you would like to complete.

Once all modifications have been made

1. Click Modifications Complete-Regenerate Invoice button.

Abandon rebill

[ Modifications complete - Regenerate invoice

= This will open a Bill Correction Invoice run.

Paycode BillCor -

BanklD 1~

“ieekendBil 08/15/04 Continue with cormection processing
RunType Carrection

IvoiceRunl D; 3

2. Click Continue With Correction Processing.

Ready to proceed [ x|

Processing is complete, The invoices are now ready ko print,

Zancel |

3. Click OK to Print Invoices.

A Credit or Debit Invoice will print. These steps are sufficient if you wish to send out a credit/debit
invoice. However, if you would like to send a corrected invoice, use the following steps:

To issue a corrected Invoice

1. Re-lookup your original invoice.
EI_* G Cust Mame Lkp:. Custi Lkp:l Invit Lkp: AC Contractors #164904
| |

InvDescr Papment T Other T Messages T Dretail T TsnzHistony T Dlirectony T Puozt T Reports TSwitchboald ]

See Customer | HePrintBasicﬂ HePrintMergeﬂ Log Changes | Log Actions | Reversze & Rebil | ReopenClozediny | Frintt oted ”I

2. Verify the Invoices to be merged. Click Continue.
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(continued)

Irvoice Number .
EI_* Conkinue
|1649E|4

Select invoices below ko merge with Ehis invaice:

InvoiceMumberSelected -
164304
TR4504-7
d
3. Click in the box Reprint Merged Invoice.
- |1E4SD4
e | Invoice Merge Form

Select the transactions from the original and correcting invoices that should be included in

the merged invoice reprint.

Include Invoice WE Date Employee SkillCode Reg ot Rate Total

T 05/08/04 [Mel, Mel Data Coding Clerk, $540.00
v 08/08/04 [Mel, Mel Data Coding Clerk] $405.00
I 08/08/04 [Mel, Mel BillCar [$540.00)
v 08/08/04 [Mel, Mel travel $0.01
153 08/08/04 [Mel, Mel milzage $0.01
I+ 08/08/04 [Mel, Mel parking $0.01
v 05/08/04 |Mel, Mel travel $12.00
v 05/08/04 Mel, Mel mileags $11.00
v 08/08/04 [Mel, Mel parking $10.00

4, Select the transactions you would like to include on the invoice by placing a check mark

in the Include boxes. If desired, type over the BilCor to reflect the correct Skill Code.

5. Click Print Merged Invoice.
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