
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. 

 



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 lines being matched 
• Enter the qty from the Invoice 
• Override the Unit Price. Enter the Unit Price from the Vendor Invoice 
• Click the Match button. 
• Manually add a new line at the bottom. 

o Type: Freight 
o Amount: Enter charge amount 

 

 

• Click the Allocations button 



 

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

 

• Go ahead and validate the invoice. 

 


