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Credit and Debit Memos from TempWorks Software on Vimeo.

Quick Steps:

1. Navigate to the invoice details section of the target invoice and log a message on that
invoice.

a. The message should contain the invoice number and a description of the changes
made to the invoice.

2. While in the invoice details, click the "edit pencil" in the upper right hand corner.

3. Locate the transaction(s) that need correction and activate their respective "edit pencil"
icons to display a transaction editing box.

a. If need be, you can expand the "Edit Transaction Details" pencil within the
transaction editing box for a more in depth change to the line item.

|E| o Moelle, Grace Shipping And Receiving Clerk

sk Edit Transaction Details | ==

/""E o | 515.00

4. Make all necessary adjustments to rates/hours and save changes when all modifications

have been completed.

5. Upon completion of the invoice correction, a new invoice will be created with a "-1"
suffix and the master invoice will reflect the changes made.

Before You Edit an Invoice

Locate the invoice. Begin by locating the actual invoice which needs a memo. Once there,



simply navigate to the invoice detail page of the invoice. Remember that you may search
for invoices using numerous criteria in the invoice register of pay/bill or the invoice history
section of the individual customer record.

Log a message. As a general best practice, log a message on the invoice statingwhy you are
editing the invoice while also including the (1.) invoice number in the body of the message.
This message will be logged in the (4.) messages page of the (3.) extended invoice details of
the invoice (located on the bottom of every invoice detail page) and also on the (2.)
Customer record.

Action | AR- Pay/Bill Adj B Import from Email Inbox

1.
Edirinqinvoice 45162,i:illed 3 hours of OT for Adam Froehlich and should have billed 1 hour originally.

Email Attachments follow-u p
There are currently no follow-up items for this

Date/Time 4/21/2015 5:01:23 PM ISz
Rep Name shawna.bradt '/ create a task
Link Employee & schedule an appointment
Link Contact &
Z_I Customer Metro Sales Inc. I é’
Link Order &
Link Assignment &

3.| @ Extended Invoice Deﬁ'llsl
Extended Details

Transactions Date | Action | Message

Srlen s 4/21/2015  AR- Pay/Bill Adj Editing invoice 45162, bille
Email Log

Payments

Merged Invoices

4_' Messages I

Wait before you save. Each time you edit and save an invoice, a memo (or dash invoice) is
made. So for example, if | had invoice number 123456 and edited it one time, | would have
two invoices--the original invoice 123456 as well as a memo 123456-1. Then, if | edited the
invoice a second time | would have three invoices--the original 123456, and two memos'



123456-1 and 123456-2. To limit the number of memos' (dashed invoices) you create it is
thus recommended to do all invoice edits at once.

*Note* After each invoice edit, the original invoice is always immediately updated to

display the new balance.

Scenarios that may call for a Credit Memo:

1. The client was billed too many hours for an employee.
2. The client was billed at a higher bill rate than originally agreed upon.
3. The client was billed for an item they should not have been billed for based on their

contract with you (holiday pay, mileage reimbursement, etc.).

Scenarios that may call for a Debit Memo:

e Hours were missed for an employee and subsequently your client was originally

under-billed.

e Youdiscover the client was mistakenly billed at lower bill rate than originally agreed

upon.

Editing an Invoice



Buy N Large e Qe /s ==
123 Main St. Invoice Number 1561556 Weekend Bill 12/16/2018
Cokato, MN, 55321 Invoice Date 12/26/2018 Pay Date
' Owed Balance  Amount Paid
$2,848.00 $0.00
l @ Invoice Items inv num item id quantity rate weekend date total
x Haruko, Ivan 1561556 Warehou Reg Hours 73417 21.00 5$32.00 12/14/2018 5672.00
Worker
x| Jones, Dushawn 1561556 Warehou Reg Hours 73418 36.00 $32.00 12/14/2018 $1,152.00
Worker
x Lancaster, Jeffrey 1561556 Warehou Reg Hours 73419 32.00 $32.00 12/14/2018 $1,024.00
- Worker
$2,848.00
@ Adjustment ltems
$0.00
I Tax ltems
$0.00
Total $2,848.00

Step 1. Select the " iconto open theinvoice for editing. Please note that staged invoices

(those that have not completed payroll and invoicing in totality) are un-editable.

Step 2.Select the #* icon for the specific (5.) transaction you would like to edit. You will

notice when you do this, the pencil icon becomes shadowed.

'EF Invoice ltems item quantity rate weekend date total

E / Adam , Froehlich | Order Puller 40.00 51650 1/18/2015 S5660.00
5.x . Adam , Froehlich | Qvertime 300 524.75 1/18/2015 574.25

E _/' Cheney, Joseph Bonus 100 S0.00 1/18/2015 50.00

Step 3. Following our example, we will change the (6.) Overtime Hours from O to 3. Since

we are increasing the hours billed we are creating a Debit Memo. If we were decreasing the

amount of billed hours we would be creating a Credit Memo.

IE G Haruko, Ivan 1561556 Warehouse Worker 73417 21.00 532.00 12/14/2018
+ Reg Hours | 5, gg| Overtime Hours Units 0.00 Salary $0.00
e RegBill | ¢3509 OvertimeBill | 4000 UnitBill| ¢500  Date Worked =

= 4 ~ 1 arcarcs . o —maan A A Aan an A faafmnan

Once done with all of your invoice edits, select the save icon:

$672.00

Aaarn o



Buy N Large

123 Main 5t.
Cokato, MN, 55321

Invoice Number

Invoice Date

#eQe /  uwe

1561556 Weekend Bill 12/16/2018
12/26/2018 Pay Date

. Owed Balance  Amount Paid
Show this item on printed invoices I $ . . $0-

I @} Invoice Items inv num item id quantity rate weekend date total

x Haruko, lvan 1561556-1 Owertime OT Hours 74811 3.00 548.00 12/14/2018 5144.00

Haruko, lvan 1561556 Warehou Reg Hours 73417 21.00 $32.00 12/14/2018 $672.00
Worker

x Haruko, lvan 1561556-1 Warehou Reg Hours 74811 21.00 532.00 12/14/2018 5672.00
Worker

%| Jones, Dushawn 1561556 Warehou Reg Hours 73418 36.00 §32.00 12/14/2018 $1,152.00
Worker

x Lancaster, Jeffrey 1561556 Warehou Reg Hours 73419 32.00 $32.00 12/14/2018 $1,024.00
Worker

(correction) Haruko, lvan  1561556-1 Woarehou Reg Hours 74810 -21.00 532.00 12/14/2018 (5672.00)
Worker

$2,992.00

@ Adjustment ltems
$0.00
Tax Items
$0.00
Total $2,992.00

@ Extended Invoice Details

Our original invoice 1561556 automatically hides the (7.) invalid/original transactions by
de-selecting the invoice item box. By default, the actual invoice will only display the (8.)

corrected/updated transactions. Users may override this default by selecting the pencil

icon to edit the invoice and marking the box next to each transaction they wish to appear

on the invoice.

*Note* Non-financial edits such as Job title changes may not create a -1 invoice.

When reviewing the (9.) invoice total, we can see the balance has been updated from
$2,848 (see previous page) to $2,992.

In the invoice register we now have invoice number 1561556, our original invoice, and
1561556-1, our credit memo:



Drag a column header here to group by that column.

CW'...‘ Posted | Inv Num A| Date | Customer Department Branch ‘ Amount |
[ 2 [ x 1561531 12/14/20... Buy N Large Memphis SW 5307.2(
| x 1561531-1  3/6/2019 Buy N Large Memphis SW $0.0(
» '3 x 1561556 12/26/20... Buy N Large Memphis W 52,848.0(
| 2 x 1561556-1  3/6/2019 Buy N Large Memphis SW $144.0(

Upon reviewing the credit memo details, users will find that the same functionality which
was available to them on the original invoice, such as the ability to preview, print, and email
is also available on the memo:

Buy N Large e qQf /M ==
123 Main St. Invoice Number 1561556-1 Weekend Bill 3/3/2019
Cokato, MN, 55321 Invoice Date 3/6/2019 Pay Date 3/6/2019
' Owed Balance  Amount Paid
S . $0.00 $144.00
| @ Invoice ltems inv num item id quantity rate weekend date total
5% Haruko, Ivan 1561556-1 Overtime OT Hours 74811 3.00 $48.00  12/14/2018 $144.00
x Haruko, Ivan 1561556-1 Warehou Reg Hours 74811 21.00 532.00 12/14/2018 5672.00
Worker
%| [(correction) Haruko, lvan  1561556-1 Warehou Reg Hours 74810 -21.00 $32.00 12/14/2018 (5672.00)
Worker
$144.00

@ Adjustment Items

Tax ltems

$0.00
Total $144.00

*Note* If you find that you can't edit an invoice, it may be because your transactions
have not fully been processed. Any invoice that is labeled as "Staged" has not
completed it's invoice run. Other invoices may not be editable because the
transactions have not been completed in payroll. All transactions on an invoice must
be payed, billed, and fully posted before an invoice can be edited.




Other Items You Can Edit on an Invoice

There may be times when the invoicetotal is correct but some other item, like the PO
number or job title for instance, is incorrect. To correct this, follow steps 1 and 2 listed
above and this time select the (10.) pencil icon within the individual transaction.

|E| o Moelle, Grace Shipping And Receiving Clerk

o= Edit Transaction Details I 35.00

10. Ii ﬁeg Bill 515.00

This action opens the "edit transaction" window, which allows users to change a myriad of
details associated with the transaction--invoice text, hours, rates, and payroll info. Once
done making all changes, simply select the |} icon in the bottom right.

E edit transaction

Noelle, Grace

Metro Sales Inc., Recieving
Assignment # 4301303932

Invoice Text
hours rates
Total Regular Hours 35.00 Bill Rate 515.00
Total Overtime Hours 0 OT Rate 522.50
Total Double Time Hours 0 DT Rate 530.00
Total Hours 35.00 Salary Rate | 50.00

. Unit Rate | 50.00
Units 0

Hours of Work

Day 1 Day 2 Day 3 Day 4 Day 5 Day & Day 7
0 0 0 0 0 0 0

payroll info

WE Bill 1/18/2015 & | Pay Code |Reg Payroll Note
WE Date 1/18/2015 B | Job Title |Shipping And Receiving Clerk

Date Worked B | Shift

PO Number Entity

‘1 ESave



*Note* When editing specific transaction details, please follow the same
precautionary "Before you create a memo" steps outlined in the beginning of this
document.
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