



1.0 Finding your Invoice and creating a credit invoice.
1.1 Select the ‘Tests/Document’ node on the tree
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1.2 In the filter area, select the ‘Invoices by Invoice Number’ filter.
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1.3 Enter the invoice number to be credited and hit <ENTER> or the ‘Refresh the data’ icon.
[image: image3.png]=S|
‘I\nvmces by Invoice Number -] @%‘

seachctos|  Fehehte s

Laborstorys[i31 (akry Labraory) O]
Inveice No: = [asuoozon] |





1.4 Your invoice will now appear. Click on the invoice.
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1.5 Select the -$ icon at the top of the screen.
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1.6 Select ‘Yes’ to create a credit invoice.
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1.7 You will need to navigate back to the $Billing-> Unprinted Invoices nodes and select the newly created invoice. The invoice has a new number, makes reference to the old invoice number and has a negative value.
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SPECIALISTS MANAGING THE EARTH

Albury Laboratory

Caffey Geotechnics Pty Lid
ABN 83 056 920 483

17314 Kiewa Street

Albury NSW 2640

Telephone: +61 2 6023 3799
Facsirile: +61 2 6023 3644

Invoice No: ALBU00335L
Date Issued: 15-Feb-07

Client: AP Delaney & Co
PO Box 730
Alpury NSW 2640

Project Border Express Site

Please pay on this invoice within 14 days (nett)

Payment Options
Company Name: Coffey Geatechnics Pty Lt
Direct Credit Chegue

Bank Westpac Banking Corp. P O. Box 5544
BSBN0. 032-090 Wiest Chatswood
Acc.No. 499971 NSW 1515

Details
Sample/Location Details

Unit Description

UnitCost Total Cost

10 CredRforthe tems biled a5 perimolos ALBUORZBIL 549600 -5 49500

GST: -5 4950
Total:  -$545.60




CAUTION: The ‘Unit Description’ only appears on the 1st page. You may have to type or write in on any subsequent page you distribute (especially the HEAD OFFICE copy).

2.0 Issuing a new invoice for old $Billing documents.
2.1 You will need to navigate back to the $Billing-> Unprinted Invoices nodes and select the newly created invoice. The invoice has a new number,

2.2 Navigate to the original invoice and change the setting of ‘Invoice has been printed’ to an un-ticked state.
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2.3 You will asked if you want the status of the $Billing documents to be available for modification. Answer ‘Yes’. This then allows you to go back to each work order and change the Billing details.  The main reason that user require a credit note is to reissue the invoice to another customer. 

2.4 Locate the work order and select the $Billing document. Change the client details only. Do not change any other details. Remember, the client must exist in the QESTLab database. It does not need another client.
In this case the new client is ‘Alatalo Bros’ but the project stays the same.

Do this for every work order that appeared on the old invoice.
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2.5 Now raise a new invoice and follow the steps carefully.
2.5.1 Select the original client and project:
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2.5.2 Change the client to the new client required. NOTE: Do not change the project details. Select ‘Raise Invoice’. Your new invoice has now been raised and ready for printing. (see below)
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2.6 One more thing – go back to the original invoice and mark the invoice as printed. You will note that the old invoice now has a $0 value. An unfortunate side effect and one which we are working on.
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((((((((((((((
REMEMBER: THIS IS A WORK AROUND. TRY NOT TO DO IT TOO OFTEN. 
BEST TO GET THE DETAILS RIGHT AT THE START OF THE PROJECT.

