How to Edit an Invoice — After it is Withdrawn or Rejected

Green Mountain
Edu um

= ORACLE Application Reference Guides O
Select the menu header: Payables

Good afternoon, Jennifer Winegar'!
Select the icon: Invoices

& Receivables Payables General Accounting Budgetary Control Cash Management
QUICK ACTIONS APPS
Create Invoice: —
[<E &
Manags Invoices Payables Invoices Payments
Dashboard
Import Invoices
Invoices
) !
24taus | Holds Appra(\f)al Prepaid Due Tose " 0 If the invoice is already ShOWing
71 vaidation Pending $1.85 . . .
.0OM
0 ruersns | 63 oves Ofu 3?60 5113 — on the Invoices page, click on it to
B4 oter 28 Rejected fscount open.
S S S = s |
View = & Detach [ Cronts | vaidate || Cancel | Post o Ledger hl. To search for the invoice - On the right
= . .
=l o} | I | I | I = side of the page, click the Tasks menu
icon.
Invoices
« Create Invoice
Davs « Create Invoice from Spreadsheet The menu will slide out. Click on the
yS
« Create Recurring Invoices Manage Invoices link.
1 » Manage Invoices
Manage Invoices
I Enter the invoice number and/or
4 Search: Invoice |§ suppller name information.
Business let‘ Equals v” GMHEC BU | v ‘ ** supplier Number o Only par‘tla| |nf0rmat|0n |S
** Invoice Numner‘ Starts with VH Enter first part of invoice number here | Supplier S\(e requ|red |f the SearCh Selectlon |S
\nvoiceAmoum‘ Equals v” | Taxpayer\D Ilstarts With” Or Ilcontainsn
** Invoice Dale‘ Equals v” dd-mmm-yyyy i | ** Invoice Group
“* Supplier or Dany‘ Contains v” e T A | Context Value Click the Search bUttOI’l, then in the
‘ Search H Re:

results, click on the invoice number

To make a change on the invoice line,
* | egal Entity ‘ Green Mountain Higher EdG ‘ — | expand the Lines section by clicking on
the triangle next to Lines.
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o These fields are editable:
Amount, Accounting Date,
Description, and the Designation
p 1 Expand Lines found in the Details popup.
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If the EDORDA needs to be changed,
whether on the invoice line or in the
Distributions, the invoice line must be
cancelled and reentered.

Highlight the line row and click the
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‘ This screenshot was taken after line
1 ltem 0.00 . 100-1000-55003-10-000000-00000-000-0
number 1 was cancelled and a new
2 ltem 200.00 ‘ . 100-1000-55003-10-000000-00000-000-0
row was added.
Invoice Actions w m When edits are done, the invoice will
need to be validated again, via the
\ Invoice Actions menu.
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Resubmit Pay in Ful Note that the Approval menu may
Approve Post to Ledger open to the left, as shown here.

Click Save and Close

(End of guide)
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