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Correcting Invoices 9R1 
�

�

All completed within the A/R tab 
 

1. Look up invoice to be corrected. 
 

 
 

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. 
 

 
 

� 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. 
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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. 

 

 
 

� This will open a Bill Correction Invoice run.   
 

 
 

2. Click Continue With Correction Processing. 
 

 
 

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. 
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2. Verify the Invoices to be merged.  Click Continue. 

 

 
 
3. Click in the box Reprint Merged Invoice. 
 

 
 

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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