
How to Enter Invoices with Incorrect Unit Prices – Overbills 

In the example below, PO went out with a unit price of $26.60 but the supplier billed at $27.124 which 

resulted in overbill. You are to enter the invoice just as billed by vendor and allow the system to place it 

on Price Hold until a credit memo is obtained from the vendor. 

 

  



DISD AP Liaison → Invoices → Entry → Invoice Batch 

• Enter the Invoice Batch 

• Enter the Invoice Header 

 

• Click the Match button 

 

• Enter the PO Number and click the Find button. 



 

• Check the Match box next to the line being matched 

• Enter the qty from the Invoice 

• Override the Unit Price. Enter the Unit Price from the Vendor Invoice 

 

• Click the Match button. 

• Go ahead and validate the invoice. The invoice should go on Price Hold 



 

 

  



• Allow the invoice to stay on Price Hold until a credit or debit memo is provided to adjust the unit 

price. 

 

  



DISD AP Liaison → Invoices → Entry → Invoice Batch 

• Enter the Invoice Batch 

• Enter the Invoice Header 

 

• Click the Corrections button 

 

• Select Price Correction 

• Enter the PO Number and click the Find button. 



 

• Check the PO line being corrected 

• Enter the qty 

• Enter the total line amount (credit amount) in the Correction Amount field. Allow the system to 

calculate the Unit Price adjustment based on the qty. 

 



• Click the Correct button. 

• Go ahead and validate the credit memo. 

 

• You can go back and validate the original invoice. The Price Hold should be removed 

automatically. 

 



 

 

 

 

 


