Making a Change to an Invoice

How to make a change to an invoice after you have withdrawn it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

Edit Invoice: How To Create an Invoice @

4 Invoice Header show More

Identifying PO *
fying Number | How To Create an Invoice | L 1
Business Unit MIDD BU " Date | 18-Mar-2025 Y
_ _ o * Amount | 123.32‘ o 2
Supplier Fisher Scientific * Payment Terms |Net15 | L ‘
Supplier Number 11330 Type
* Terms Date | 18-Mar-2025 fa ‘
Supplier Site MD Boston-1 Description | This text appears on the
remittance letter attached to [ ] 1 Requester | Q |

* Legal Entity | President and Fellows of Mii ‘ v ‘ the check P

Attachments Mone= @ 1
Invoice Group | |

Mote [EX
4 Lines @ | Match Invoice Lines v‘ o
veww == H ¥ F E & Detach | Allocate ‘ v H Cancel Line || Distributions
Distribution Budgetary Control Reference Tax Purchase Order Aszet Project
Distribution Budgetary Control Reference Ta>
Number = Type Amount e e N . Prorate Across - i R
Distribution Set Distribution Combination Accounting Date All ltem Lines Budget Date Status Description Tax Classification Sh
o 2 °
1 item 12332 | . | 18-Mar-2025 (7% 18-Mar-2025 i | Reserved This text appears o the remittance letter | | | v| |m
% ____________________________________________________________________________________________________________ ] 4
P Taxes )
4 Totals
Items Freight Miscellaneous Tax Included Prepayments Total
123.32 0.00 0.00 0.00 0.00 ®123.32

e 1 After you have withdrawn your invoice you can edit these items (Invoice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

Q Always click Save after making any changes
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Edit Invoice: How To Create an Invoice @ u Needs revalidation  Invoice Actions w m

Last Saved 18-Mar-202501:16 PM
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4 |Invoice Header show More

Identifying PO * Number ‘ How To Create an Invoice |
Business Unit MIDD BU —— * Date | 18-Mar-2025 fe ‘
* Amount | w678 ® 3
* Supplier | Fisher Scientific Q ‘ * Payment Terms | Met 15 | v ‘
i Type
Supplier Number 11330 * Terms Date | 18-Mar-2025 fe ‘
. _ ) Description | This text appears on the
Supplier Site | MD Boston-1 | v \ remittance letter attached to Requester | Q|
the check P
* Legal Entity | President and Fellows of Mi|| L 4 \ Attachments  None =
Invoice Group | ‘ Note [EX
¥ LII”IES@ 6 ‘ Match Invoice Lines v| () ° 5
View w B ¥ F E & Detach ‘ Allocate ‘ v || Cancel Line || Distributions
Distribution Budgetary Control Reference  Tax Purchase Order = Asset Project
Distribution Budgetary Control Reference Tax
“ Number ~ Type * Amount
. N . . Prorate Across - L A .
Distribution Set Distribution Combination Accounting Date All ltem Lines Budget Date Status Description Tax Classification Shi
e 4
2 ‘ [tem V| ‘ 456.78 ‘ 311-110?—54201}-1D-DGDDOD-DUDDO-DD{‘ | 18-h1ar—2025ﬁ‘"¢ 18-[\-1ar—2025|:"'"¢ Mot attempted This text appears on the remittance letter ‘ | | v | ‘ Mi
1 [tem 0.00 | . 311-1107-54200-10-000000-00000-000-0 18-Mar-2025 _ 18-Mar-2025 Reserved This text appears on the remittance letter... . Mid
4 [ 3
P Taxes ©
4 Totals
ltems Freight Miscellaneous Tax Included Prepayments Total
45678 0.00 0.00 0.00 0.00 @ 456.78

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)
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 + to add a new line
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4 Lines @ | Match Invoice Lines v‘ o

View w B ¥ ® E & Detach | Allocate | v H Cancel Line || Distributions

Distribution Budgetary Control Reference  Tax Purchase Order = Asszet Froject

Distribution Budgetary Control Reference
" Number ~ Type " Amount e I N . Prorate Across - . -
° 7 Distribution Set Distribution Combination ° 8 Accounting Date All ltem Lines Budget Date Status Description Tax Classific:
2 [tem V| | 456.78 ‘ 311-110?—54200-1D-DGDDGD-DODDO—DD(| @, | 18—Mar—2025|?¢ 18-N1ar—2[325|?¢ Mot attempted This text appears on the remittance letter ‘ |
1 [tem 0.00 ‘ . 311-1107-54200-10-000000-00000-000-0 18-Mar-2025 — 18-Mar-2025 Reserved This text appears on the remittance letier...
< Distribution Combination ID x
- 4 Hide Segments
Entity | 311 v | college
e 7 You can enter the correct amount here, be sure to oepartment [ 1107 | | Conic Transomaton
match the amount above (step 3) Obict 54200 _| ] sunotes
Restriction | 10 T| Unrestricted

000000 L | Current Unrestricted

e 8 Click on the blue icon to open the detailed view of
the EDORDA. acovey [soovo [ oeru
© 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

Intercompany | 000 - | Mone

Futuret | 0 v |Default

| Search || Reset| | ‘ OK || Cancel |

e 12

9
O v | v | v i | ot

Manage Installments
Calculate Tax Cirl+Alt+X

Check Funds

g an Invoic vaidate © 10 Cirl+Alt+V
2025 o
Request Override [
v

Apply or Unapply Prepayments
Manage Holds 2025 e

:ars an the | -

ler attache: Approval b Initiate
View Approval and Motification History Withdraw
Cancel Invoice Hold
Deiete In‘u"DiCE Fﬂrce Approue
Pay in Full Resubmit @ 77

. Post to Ledger Approve
* 9 Click Save | _

Account in Draft Reject

» 10 Click Invoice Actions > Validate to revalidate

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

* 12 You can now Save and Close

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

ap@gmhec.org



