Making a Change to an Invoice

How to make a change to an invoice after you have withdrawn it
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CHAMPLAIN

=
@ COLLEGE

Create Invoice: How to edit an invoice @

4 Invoice Header show More

Identifying PO P
fying Number | How to edit an invoice

1

ORI [ + i = Raya
n Validated Invoice Actions w Save and Create Next Save and Close

Business Unit CC BU * Date | 03-18-2025 E‘g |
_ . * Amount | 1.234.55| o 2
Supplier Test McTester-Testington I1l. Esq * Payment Terms | Immediate | v |
Supplier Number 48993 Type T Dat | 03-18-2025 B
erms Date -18- T} |
Supplier Site  Springfield-1 Description | How to edit a invoice P 1
Requester | Q|

* Legal Entity | Champlain College, Inc. | v | P

Invoice Group | ‘

4 Lines @ | Match Invoice Lines v| )
Vieww = H ¥ F E & Detach ‘ Allocate | v || Cancel Line H Distributions
Distribution Budgetary Control Reference Tax Purchase Order Asset Project
Distribution
* Number * Type * Amount Prorate Across
PY 2 Distribution Set Distribution Combination g 2 Accounting Date All ltem Lines
1 Item | 1.234.5a| ‘03-13-2025 T
4
P Taxes
4 Totals
ltems Freight Miscellaneous Tax
1,234 .56 0.00 0.00 0.00
Retainage Withholding
0.00 0.00

Attachments Mone =@ 1

Note [EX

Budgetary Control Reference

* Budget Date Status Description Tax Classificatic

03-18-2025 E'"g Reserved How to edit a invoice | ‘
b
0
Included Prepayments Total
0.00 @&1,234.56
Applied Prepayments Due
0.00 1,234.56

e 1 After you have withdrawn your invoice you can edit these items (Invoice

Number, Description, and Attachments) freely

e 2 If you have to edit the amount or EDORDA please follow the directions below

Always click Save after making any changes
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_ [~ CHAMPLAIN
—s@ COLLEGE Qnow R o w

Create Invoce: How to edit an invoico @ - [ e

4 Invoice Header show More

Identifying PO * Number | How to edit an invoice |
Business Unit CC BU E—— “ Date | 03-18-2025 e ‘
_ . * Amount | 121456 @ 3

Supplier Test McTester-Testington IIl. Esqg il * payment Terms | Immediate ‘ - ‘

Supplier Number 48993 Type . =
Terms Date | 03-18-2025 T} ‘

Supplier Site  Springfield-1 Description | How to edit a invoice

Requester | Q|

> Legal Entity | Champlain College, Inc. | - | A

Attachments Mone sj=

Invoice Group | ‘

Note B2
4 Lines (@ | Match Invoice Lines v| () ® 5
[
veww = B ¥ F E [ Detach | Allocate | v || Cancel Line H Distributions
Distribution Budgetary Control Reference Tax Purchase Order Asset Project
Distribution Budgetary Control Reference
* Number * Type * Amount Prorate Across
Distribution Set Distribution Combination Accounting Date All ltem Lines * Budget Date Status Description Tax Classificatic
¢ 4
1 Itern 1.234.56| 03-18-2025 g 03-18-2025 (g | Reserved How to edit a invoice | ‘
X% ] 3
b Taxes ©
4 Totals
Items Freight Miscellaneous Tax Included Prepayments Total
1,234 .56 0.00 0.00 0.00 0.00 ®1,234.56
Retainage Withholding Applied Prepayments Due
0.00 0.00 0.00 1,234.56

e 3 Editthe Amount here first.
o To edit the EDORDA skip to step 5

4 Highlight the accounting line by clicking in an empty space on that line. The
line will turn blue (as pictured)

e 5 Click on Cancel Line. You will still see the line but the amount will be $0.00
and it will not longer be editable

e 6 Clickonthe + toadd a new line
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* Budget Date

03-18-2025 (g

Budgetary Control

Status Description

Reference

Tax Classificati

Mot attempted

How to edit a invoice

4 Lines @ ‘ Match Invoice Lines v| o
View B ® 7 E g Detach | Allocate ‘ v H Cancel Line || Distributions
Distribution Budgetary Control Reference  Tax Purchase Order | Asszet Project
Distribution
* Number * Type * Amount Prorate Across
® 7 Distribution Set Distribution Combination . 8 Accounting Date All ltem Lines
2 item v | 43232 | 200-1000-54200-10-000000-00000-00! | B, | 03-18-2025 (g
1 Item D.DD‘ . 200-1000-54200-10-000000-00000-000-0 03-18-2025 _ 03

1

e 7 You can enter the correct amount here, be sure to
match the amount above (step 3)

* 8 Click on the blue icon to open the detailed view of
the EDORDA.
© You can edit your EDORDA in the detailed view
(shown on the right) and click OK
© You can also edit the EDORDA directly in the
Distribution Combination field

o U o 12
n Invoice Actions w Save and Create Mext Save
Manage Installments
Calculate Tax Ciri+Alt+X
Check Funds
vaiidate o 10 Clri+AlvY
b |
Request Overmride
Apply or Unapply Prepayments B
Manage Holds le |
Approval ’ Initiate
View Approval and Notification History Withdraw
Cancel Invoice Hold
Delete Invoice Force Approve
Pay in Full Resubmit ® 11
Post to Ledger Approve
Account in Draft Reject
® 9 Cll Ck Save Budgetary Control Reference

10 Click Invoice Actions > Validate to revalidate

Approval > Resubmit
12 You can now Save and Close

Distribution Combination ID

A Hide Segments

Entity | 200

v

Champlain College

Department | 1102

v

Center for Community and
Social Justice

Object | 54200

v

Supplies

Restriction | 10

Unresiricted

Designation | 000000 w | Default
Activity | 00000 w | Default
Intercompany | 000 w | Default
Future1 ||:I w | Default
Search || Reset | | | OK || Cancel

11 You can resubmit your invoice when you are ready by clicking: Invoice Actions >

If you have any questions or need any assistance,
please contact Accounts Payable at:

ap@gmhec.org




