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What Does it Mean to Recast an Invoice?

Recasting an invoice will update any non financial data such as; department name, supervisor name, PO number
(from assignment), cost center (from timecard), job title, employee name, report to, remit address, payment
address, payment term code, due date, etc.

How to Recast an Invoice

Recast invoice example:

For example, in the invoice preview below, we can see that the invoice is addressed to: Leenane Manufacturing
4236 1st Ave. Eagan, MN 55121

Leenane Manufacturing (Primary) Scheduled for- ] Daily Standup Meeting
4236 1st Ave. ID: 4295011181 02/17/2016
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Terms: Payment Past Due 20 Days After Invoice

Date:
Description Reg Hrs Rate OT Hrs OT Rate Total
WeekendDate: 2/14/2016
pay / bill Misc. Labor 40.00 $13.59 0.00 52039 5543.60
repﬂrts Cameron, Charles Machine Operator 40.00 $16.99 0.00 $25.48 $679.60
hrcenter , ,
Klay, Ariel Mizc. Labor 40.00 $13.59 0.00 $20.39 254360
all optio
Larson, Craig Machine Operator $16.99 357960

We then discover this is where their main office is located, but that invoices should be sent to: 2379 Hamilton Ave.
Maplewood, MN 55109

Step 1: Correct the Information on the Customer/Order/Assignment



Based on our example above, we are going to update the billing address but you may need to add or update a PO
number, department name, etc.

Navigate to the details page of the customer record, and update the billing address:

Satiie] customer information customer status
Customer Name | Leenane Manufacturing Status A Active
assignment restrictions Department | Primary Activation Date | 1/14/2016 ®
contact methods
departments Customer ID 4255011181 Date Created 1/14/2016 11:14:00 AM
interest codes Parent ID
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worksites Street | 4236 1st Ave. Attention To
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S ree 2379 Hamilten Ave.
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» invoice setup Country | United States of America State MN Zip |55109-
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messages Country United States of America
B Website

Step 2: Recast the Invoice

After saving changes, navigate back to the invoice details page of the invoice with the incorrect address. Once
there, expand the actions menu and select to recast invoice.

E + * v ﬁ Search for Employ

ees, Customers, Orders, etc. SHAWNA.BRADT: High Tech Staffing|

Leenane Manufacturing (Primary) scheduled for: ] Dzily stanaup Meeting
4236 1st Ave. ID: 4295011181 02/17/2016
Eagan, MN 55121 « K7

E (651) 885-7444 -

e /& &#2/Q 4 ¥ » tasks appointments social email

f_”% Add Department j" Edit Invoice
I Add to Hotlist E Recalculate Taxes/Surcharges Invoice Number
Invoice Date 2f13
,1. Assign Time Clock to Customer ° Void Invoice /
ﬂ& Change Parent Customer f' Edit Invoice Header Owed Balan
$4,223.20
¢» Create Zero Dollar Invoice Recast Invoice
B Gross Profit Calculator iy Mark as Do Not Email item guantity i
Reg Hours 40.00 51359
B Mass Update Rates + Merge Invoice
Reg Hours 40.00 51699
B New Customer Contact . MNew Mezssage
_ Reg Hours 40.00 513.59
Wl MNew Order E view Invoice Payments
Reg Hours 40.00 51699
Mew Task Emiail | i
E’ ew Tas B Email Invoice Reg Hours 40,00 $16.99
Share with Facebook Q Preview Invaice Res Hours 4000 $13.59
t Share with Twitter @ Print Reg Hours A0.00 313_59
% Wiew Active Assignments EE‘ View Customer
% View Assignments
Wl View Orders $10.00

Record Actions

Tax Items

assignment

Upon selection, a recasting invoice window will immediately open asking you to confirm that you would like to
recast this invoice. Select yes to proceed.



.-E“ Recasting Invoice

Are you sure you wish to recast this invoice?

3 Yes

=) Mo

The invoice will immediately be updated to reflect the changes made to the address.
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Leenane Manufacturing Invoice Date Invoice #
2379 Hamilton Ave.
Maplewood, MN 56109 21712016 46547
Customer # Invoice Amt
4295011181 $4.223.20
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order
assignment
Terms: Payment Past Due 20 Days After Invoice
contact Dafe: v
pay 7 bill Employee Description Reg Hrs Rate OT Hrs OT Rate Total
p orts WeekendDate: 2/14/2016
5 Boone, Jim Misc. Labor 40.00 $13.59 0.00 220.3% 2543.60
hrcenter
Cameron, Charles Machine Operator 40.00 $16.99 0.00 32548 3679.60
all options >
Klay, Ariel Misc. Labor 40.00 $13.59 0.00 520.39 $543.60
Larson, Craig Machine Operator 40.00 516.99 0.00 52548 3679.60
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