Accounts Payable AiM User Guide

Edit a Purchase Order Invoice

The details of a Purchase Order Invoice can be edited if the Status Flag of the Status it is in is set to Open. (The
Status of a Purchase Order Invoice can be edited as long as the Status Flag is not set to Closed or Canceled.)

1. From the menu, under Accounts Payable — Purchase Order Invoice

Accounts Payable
Q 4+ Purchase Order Invoice

=2

PUrchase Order Invoice Approval
= Q 4 Purchase Order Invoice Adjustment
Q <+ Service Contract Inveice

Service Contract Invoice Approval

2. Click Purchase Order Invoice hyperlink and then click

a. Alternatively, you can click Q from the menu.

3. Enter the criteria needed to find the Purchase Order Invoice and click

AiM Purchase Order Invoice

Execute Basic Search Reset

| * |
New Query Purchase Order - " [—Q]

View
FICEE.
H Operator

Sequence

Record ID

[
Note Type - v] [ ]
Notes contains v [ )
Edit Date [ - v] [ ] ]
Editor [ - v] [ ]
Date Created [ - v] [ B ]
Created By [ - v] [ l

Status History

Status = A [—]
Status Date [ - v] [ B ]
Editor [ - v] [ l

4. You will get a list of Purchase Order Invoice that meet your criteria, select the one you want and click
the

AIM Purchase Order Invoice scor @ [cd

Address Code Edit Date

Invoice Number Description Invoice Date Contractor PO Code Editor

I I I

Export 1001 JB12343 Oct 3, 2022 0000000266 NA 1028 MIKE2659 Oct 3, 2022 9:23 AM
JB456 OPEN Oct 3, 2022 0000000266 NA 1029 MIKE2659 Oct 3, 2022 9:30 AM
)
12356 RELEASED Oct12,2022 20487 NA 1033 MCDONNE Oct 12, 2022 10:53
AM
05057417 OPEN 0ct20,2022 0000000137 NA 1042 SCLLATIZ Oct 20, 2022 1:24 PM

Revised: May 31, 2023 AssetWORKS Proprietary and Confidential | Page 1
IWMS




Accounts Payable AiM User Guide

5. Click the Transaction hyperlink to select the Purchase Order Invoice.

6. click: INEA

AIM Purchase Order Invoice scorr @ e o2

1006 LastEted by SCOTTLLOYD Om 072022 1247 Statis o =

Extra Description
Notes Log Type NON-STOCK PO
User Defined Fields y Purchase Order  AD01042
Status History AUTO-GENERATED PO
Related Documents
Contractor 0000000137 Invoice Number Currency Code  USD
Subtotal 57559
DWYER INSTRUMENTS
Discount 50.00
Address Code NA . 5000
Blanket Number (o HafrD Shipping $15.25
Line Total $90.84
Contact
Markup 50.00
(e tods Grand Total 590,84
Lie tems [rerore | nid |

B Line Vendor Part Description Quantity  Accepted Quantity  Invoice Cost Accepted Cost Line Total Allow  Voided

DIFFERENTIAL PRESSURE GAUGE, INCH OF WATER, 0-10° RANGE, +/-2%, 2000
SERIES

1.0000 §75.5900 $75.5900 590.84 Yes No

7. Only a few of the fields on the Purchase Order Invoice can be edited.
e Description
e Invoice Number
e Invoice Date
e Status

8. To edit a Line Item, click the Line hyperlink.

AiM Purchase Order Invoice Line ltem scor @ 3
View 1 Last Edited by SCOTT LLOYD On 10/20/22 124PM  Voided No

Extra Description

DIFFERENTIAL PRESSURE GAUGE, INCH OF WATER, 0-10" RANGE, +/-2%, 2000 SERIES Allow Yes v
Notes Log
External Reference Code [:]
User Defined Fields y
Subledger Material
Transaction 1006
UoM EA Unit Cost. Unit Cost $90.8400
Subtotal 57559  Subtotal 590.84
Ordered 1.0000
Disbursed 10000 1. 4 Tax 1 5000
Prior Invoiced 00000  Taxz 2
Tax Rebate 5000
Quantiy e ,
7 Shipping 50.00
shispg
secpes sy Nrcn o
Invoiced Total $90.84  Lina Total $90.84
Disbursement
Sequence Work Order Phase Description Warehouse 8in Quantity  Sequence Total
1 W2000166 o 1.0000 $90.84

a. Edit the fields as necessary. You can cIick to recalculate the Totals in that column.

b. You can click the Disursement Sequence hyperlink to view that disbursement line.
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AiM Disbursement scomr @ Y
1 Last Edited by SCOTT LLOYD On 10/20/22 1:24PM  Transaction 1006
I
Invoice Line 1
Y .
DIFFERENTIAL PRESSURE GAUGE, INCH OF WATER, 0-10" RANGE
Purchase Request 1058
Work Order  W2000166 Disburse Unit Cast 575.5900 2 Totals
Subtotal $90.84
Invoice Unit Cost ssosa0
EHSC - ROUTINE & DETAIL CUSTODIAL MAINTENANCE - V2 iscount 000
Disbursed Quantity o000 =7 s0.00
Tax 2 50.00
Phase ]
Involce Quantity 10000 Tax Rebate 50.00
Shipping 50.00
EHSC - ROUTINE & DETAIL CUSTODIAL MAINTENANCE - V2
Reverse Quantity googp  Markup $0.00
Sequence Total $90.84

Invoiced Disbursement Detail

Disbursement Number Disbursement Line Invoiced Quantity

Invoiced Unit Cost  Editor Edit Date

a. To finish editing the Disbursement, click

b. To finish editing the Purchase Order Invoice Line Item, click

9. Toremove a Line Item, click the checkbox and then click

10. To add a Line Item click m This is something that should only be done in rare cases.

AiM Purchase Order Invoice Line ltem scomr @ 3
View 2 Last Edited by SCOTT LLOYD On 10/20/22 139PM  Voided Mo

Extra Description

Allow Yes v

External Reference Code [:]

Transaction 1006

|UPGRADED GASKET FOR GAUGE
Nates Log

User Defined Fields

Work Order Invaiced Accepted % Totals

EI

Unit Cost Unit Cost 525
Subtotal $2500  Subtotal $25.00
EHSC - ROUTINE & DETAIL CUSTODIAL Discount :] Discount
Taxt ) ™
o (soo0 ]
oot a T2 e (o0 ]

Shipping $0.00
EHSC - ROUTINE & DETAIL CUSTOD Shipping L

- ROUTINE ETAIL CUSTODIAL Markup 50.00
Invoiced Total $2500  Line Total 525.00

a. To finish adding the Purchase Order Invoice Line Item, cIick

11. When done editing the Purchase Order Invoice, review and
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AIM Purchase Order Invoice

1006

Extra Description

Notes Log
User Defined Fields
Status History

Related Documents

scorr @ (7] [C3

Last Edited by SCOTT LLOYD On 10/20/22 1:24 PM Status OPEN

Type NON-STOCK PO

Purchase Order A001042

Contractor 0000000137

AUTO-GENERATED PO

Invoice Number (93057477 Currency Code  USD

DWYER INSTRUMENTS

Address Code NA

Blanket Number

Contact

Term Code

Line ltems

Line Vendor Part

0 1 2010

[m MISC CHARGE

Subtotal 511584
Discount $0.00
Tax $0.00
Imole e e o
Line Total 511584
Markup $0.00
Grand Total $115.84
[ ad ]
Description Quantity  Accepted Quantity  Invoice Cost Accepted Cost Line Total Allow  Voided
DIFFERENTIAL PRESSURE GAUGE, INCH OF WATER, 0-10" RANGE, +/-2%, 2000 1.0000 1.0000 $75.5500 590.8400 590.84 Yes No
SERIES
UPGRADED GASKET FOR GAUGE 1.0000 1.0000 $25.0000 $25.0000 525.00 Yes No

Revised: May 31, 2023

AssetWORKS Proprietary and Confidential | Page 4
IWMS




	Edit a Purchase Order Invoice

