How to Enter Invoices with Incorrect Unit Prices — Overbills

In the example below, PO went out without Freight line but the invoice came in with a shipping and
handling charge of $0.32. This charge is for everything on the invoice and needs to be allocated to all the

lines proportionately.

Invoice
Involca Mumber : 302500140534
REY St e CORRESPONDENCE TO | oot Numbar: 27232361 Page 10f6
80 NORTHWEST BLVD Involce zma : bor - ?g—NOV—!ﬂiE Cumency : USD  ooping
NASHUA, NH 03061-3000 PO Numbser : ' 575382
Ship To Athenithon :
IH T :
Toll Frea Phone (B00) 225-373 &wﬁhn—nmmm lost product. Ratain damsged ksmes and
Tﬂﬁ“Fﬂmm e meuﬂ‘iﬁhhmmﬁ:h
Ship To : BILLY EARL DADE MIDDLE SCHOOL
Corporate FID# 522328784 ElaT AL LIEacoME WAy
ﬁ School Specialty. B ooeco
Science Bl To : * DALLAS INDEPENDENT SCHOOL DISTRICT
S!EE!E fyorren  FREY .. 3700 ROSS AVE
RM 2184
Duws to an imvoics print error between 1418-1 1/24M5, If you already mﬂx.l:mu
recelvad an invoice with this invoica rumber please use this one o '
Extanded
Description Linit Prica Mat Prica Price |
PSCOMB WA
EA COVER SLIPS PKGMO00 5.850 4,170 44T
EA BEAKER GRIFFIN FYREX VISTA 250ML 31.620 22.130 2213
Pi/2
EA BEAKER GRIFFIN PYREX VISTA S00ML PK/S 23,810 18.530 18.53
EA GRADUATED CYLINDER 100 ML 2.850 2.070 1242
FLOLUWBASE
8|eA MAGMIFIER STUDENT 3% AND BX 800 420/ 252
g |EA METERSTICK WOOD PLAIN END - SCHOOL 2,960 2,070 12,42
EMAR]
1|EA 1 PETRI DISHES PLAS PKG/30 0.950 6670/ 8.87
& |EA 8 FREY SCIENTIFIC STOPWATCH PACK OF 2 3.990 2790 16.74
1|EA 1 TAPE MEASURING DUAL SCALE PKG/M4 3.500 2450 245
3|ea 3 T0 QT ULTRA LATCH BOX CLEAR WITH 14,880 10.480 3147
WHITE LID AND BLACK LATCHES
2|ea 2 APRON VNYL 2TX38 4,100 2.870 574
30 |EA 30 APRON VYL 24X30 3,600 2,520 7E.60
20 |EA 20 SAFETY GOGGLE MinNI INDIREGT VENT 3.140 2.200/ 63,80
alea 3 70 QT ULTRA LATCH BOX CLEAR WITH 14,880 10.480 31.47
WHITE LID AND BLAGK LATGHES
3|EA 3 0200881 BALL GOLF 1.260 .BBO 284
=< taar along this parfomation ==
REMITTANCE STUB
T ensUne proper cneall, el s with remitiancs.
Curstomesr Mumiber : 137320 uso
Invalca Mumber : 302500140534
Invalce Date : 20-NOV-2015
Custamer Name: DALLAS INDEPENDENT SCHOOL CHSTRICT pue Data: 20-DEC-2015
and PO Number: 579362 ;::&“hm-‘_ : ::
Imvolce Amount @ 5 1810.57
Less payments : -] 0.00
Balance DUE: E 1810.57
Ramittance Amount : 5

Maka Chacks
Payabla To: FREY SCIENTIFIC

& Maill To: 32656 COLLECTION CENTER DR

CHICAGO, IL 60683-0326

0032L56302500140534000014L057000018L057k




DISD AP Liaison = Invoices = Entry = Invoice Batch

e Enter the Invoice Batch

e Enter the Invoice Header

O Irwol hench (Payahl
Batch Control Total Batch Actual Total
=]
Operating Unit Custorner Taxpayer ID || Type PO Mumber Trading Pa | Supplier Num || Supplier Site Invoice Date||Invaice Nurm || Invoice || Invoice Amaount
. DISD Standard 5759362 FREY SCIE 13538 CHICAGOT |20-MOW-201: 302500140534 USD 149.52

e Click the Match button

= == §
Supplier
Mame FREY SCIEMTIFIC Wumber 13833
Site |CHICAGO1 Tax Registration

Purchase Order

Mum |579362 Release Line Shipment

Ship Ta Deliver Ta
lterm ltern Desc Shipment ltem Desc
Supplier ltem Project Task
Need-By Dates - Category

Find | Clear Cancel )

e Enter the PO Number and click the Find button.



Invoice Amount | 149.52 Line Total 14920
=]
batch | Qty Invaiced Unit Price Match Amount Freight/Misc PO Mumber | Release ||Line ||Shipment | ltern Description Match Basis
’_ 417 [ 579362 1 1 ltern #O30-7A71 - 27| Quantity =1
[ 2213 [ 579362 2 1 Iterm #529626 - Bes |Quantity
[ 1653 (| 579362 3 1 Iterm #529625 - Bez |Quantity
[ 12.25 [ 579362 A 1 Item #1368344 - Bo|Quantity
[ 2.07 [ S7S3E2 5 1 Item #O70-2140 - C |Quantity
[ 42 [ S793E2 153 1 ltern #568-400 - Ha |Quantity
[ 2.07 [ S793E2 7 1 ltern #081-901 - he | Quantity
[ B97 [ 579362 =] 1 ltern #160-4613 - P |Quantity
[ 279 [ 579362 9 1 ltern #576952 - Sto |Quantity
[ 245 [ 579362 10 1 ltern #2000437 - Ta |Quantity -
4 [3
Shipment Quantity FPurchase Order
Payment Terms |30 Met
Ordered |1 o - Each Freight Terms Mo Charge
Shipped 0 Type |Standard .
Receivad 1 Acceptad |RAA ] (s
Billed |1 Distributions |1 Freight
Misc
“Wiew PO | Distribute. .. Invoice Overview Match )
e Check the Match box next to the lines being matched
e Enter the gty from the Invoice
e QOverride the Unit Price. Enter the Unit Price from the Vendor Invoice
e C(Click the Match button.
e Manually add a new line at the bottom.
o Type: Freight
o Amount: Enter charge amount
s
s =
Moo Standard 5032 FREY SOK 13838 CHICAGOT | 20 NOV 201: 30250014053 USD 140,52 :novams  usp onovaos | C
1 General I 2Lines | 2 lolds. 4View Payments | 5 Goheduled Payments || G View Prepayment Applications
=3 Gross. 143,20 Retaned et 143,20
18 - 01-JUL2016 -
-~y Digcard Line 18 Distributions Allocations

Ratch Cantral Toral

Fatch Actual Tatal

Click the Allocations button

Operating Unit Customer Taxpayer D | Type PO Nurabel Trading Pal | Supplier Num | [Supplier Site Invoice Date| Invoice Num | Invoice |[Invaice Amaunt | Tax Amount| Tax Contral Amaunt| Withheld Amaunt | Prepaid Amount GL Date Payment Cur | [Payment Rate Datd
WO Gtandard G702 [FRCY 5ol (10000 CIICAGO1  [23NOV-201: P0250014050¢ [UFD 14952 Znovanis  [uso Ponovaols -
gl >
1 Goneral 2 Linea 3 Holds 4 View Payments & Schoduled Payments 6 View Propayment Applicatians
atal
=| Gross 149.52 Retained Net 149.52
Num|[Type | [Amount PO Number ||PO Release| [PO Line |[PO Ghipment | [Match Dasis | PO Distribution| [Receipt Number |[Receipt Line || Quantity Invoiced |[UOM _|[Unit Price | |Description Final Match | [Requester GL Date Distribution Get o
14 [tem 4.20 [579362 s Quantty 1 @ Cach 42 Item #1515249 - Gand. course N | [ClRIBTIAN, JC 23NOV-2015 &
15 it 9.58 579362 o Quantity 1 E Each [479 e #1525417 - Sand. fine Ny -|[cHRIsTIAN, JE 23:N0v-2015
16 it 11.48 (578382 | Quantity 1 E Each 574 e 41515177 - Sand, medium Ny -|[cHRIsTIAN, JE 23:N0v-2015
17 it 19,50 (575362 s Quantity 1 iz Each [165 ILern #1017364 - Therm -20-110C Partis [N -|[cHRIsTIAN, JE 23 N0v-2015
B [Freiont 032 - 01-JUL2016 S
Al >
Digcard Line 18| Distributions | Allocations
Adis. 1| [ Caloulate Tax | [ TaxDetails ) Cureutions | Guick Malch Al Distibiuiuns



Charge Line Allocation Rule
Mumber 18 Type |Fully Prorated -
Type Freight Status |Pending
Armount 0.32 Applicable Amount 0.3z
Included Tax Amount Allocated Total 0.32
Description Allacated % Total

Applicable Lines

Allocated
Mum  Type Description Armount Fercent Allocated Amount
v 1 Iterm lterm #030-7471 - 22mm Plastic | 417 001 =
4 3 ltem ltern #200410 - Goggles, Safety 220 .00
v 4 Item ltern #586504 - Calcite, pk/b E.13 0.01
4 5 lterm lterm #040-1554 - Dropper, plasti B5.94 0.01
v [} Iterm lterm #1515105 - 2-Fropanal, Ly - 3.15 0.01
v l 7 lterm ltern #110-0027 - Acetate sheet 19.56 0.04 -
Select/Unselect All | Brorate | | (] 24 | Cancel JI

e Select Type of “Fully Prorated”
e Select Select/Unselect All button to select or deselect all invoice lines to allocation charge to.
e Click the OK button

Batch Control Total Batch Actual Total
E]]
Operating Uit Customer Taxpayer ID [ Type PO Number| Trading Pal|Supplier Num || Supplier Sitel Invoice Date|[Invoice Num || Invoice | Invoice Amount| Tax Amount| Tax Control Amount [ Withheld Amount || Prepaid Amount GL Date Payment Curr || Payment Rate Datd
. DISD 579362 FREY SCIE|13838 CHICAGO1 |20-NOV-201: 302500140534 |USD 149.52 23-NOV-2015 usD 120-NOV-2015 =
gl) »
1 General 2 Lines 3 Holds 4ViewPayments 5 Scheduled Payments & View Prepayment Applications
Total
Gross 14952 Retained Net 1952
Num| Type [ Amount PO Number [P0 Release| PO Line| |PO Shipment Match Basis| PO Distrioution [Receipt Number |[Receipt Line | Quantiy Invoiced |[UOM | [unit Price | Desciption Final Match | [Requester | GLDate Distrbution Set D
14 |item 4.20 579362 109 1 Quantity 1 1 Each |42 Itern #1515243 - Sand, course Mo ~||ICHRISTIAN, JE |23-NOV-2015 =)
15 |ttem 9.58 579362 110 1 Quantity 1 2 Each 479 Itern #1525417 - Sand, fine Mo ~||ICHRISTIAN, JE |23-NOV-2015
16 |ttem 11.48 579362 111 1 Quantity 1 2 Each 574 Itern #1515177 - Sand, medium Mo ~||[CHRISTIAN, JE |[23-NOV-2015
17 |tem 19.80 579362 156 1 Quantity 1 12 Each [1B5 Itern #1017384 - Them -20-110C Partia | No ~||ICHRISTIAN, JE |23-NOV-2015
18 Freight 032 - or-JuL2016 c
] D
Discard Line 18 Distributions
Agtions. 1| | CaleulteTax | | TaxDetals | [ Conections | Quick Match Al Distributions:

e Go ahead and validate the invoice.

Batch Control Total Batch Actual Total
El
Operating Unit Custorer Taxpayer ID [ Type PO Nurnbes Trading Pal|Supplier Num || Supplier Site Invaice Date | Invaice Num | |Invaice Invaice Amount | Tax Amount Tax Cantrel Amount Withheld Amount | Prepaid Amount GL Date Payment Curr | |Payment Rate Datt
[ EES Standard 57932 |FREY SCIE[13838 CHICAGOT  20-NOV-201: (30250014053¢ USD 14352 2anovants  [usp aoNovats S
] 5
1 General 2 Lines 3 Holds: 4View Payments 5 Scheduled Payments 6 View Prepayment Applications
Summary Amount Paid Status
tem 149.20 14952 Status [Validated
Retainage Accounted [Partial
Prepayments Applied Approval [Not Regired
Withholding Holds 0
Subtotal 143.20 Scheduled Payment Holds 0
Tax
Freight 0.32
Miscellangous Descriion
Total 14952
Actions._ 1 Calculate Tax Tax Details Cortections Quick Match All Distributions




