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Entering Purchases for Carrier Invoices
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This guide explains how to create and pay carrier invoices. It is intended for general
users.

Typically, a carrier invoice is a request for payment for the shipping costs of one or more
shipments. The Build Carrier Invoice process helps you create a single purchase which you
can use toreconcile a carrier's statement.

1. Navigate from Main Menu > Accounts Payable > Purchases, then click New.

2. Specify the desired carrier in the Vendor field.

3. Click Actions > Build Carrier Invoice.
The carrier you specified for the purchase is auto-populated in the Quick Search bar.
aACE returns a list of shipments which have been shipped, but have not been
purchased. If you need to find shipment records for another carrier, use the Quick

Search https://aace6.knowledgeowl.com/help/using-the-quick-search-bar, bar to locate those records.
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== Build Carrier invoice 2]

Select Shipments

Shipme Dedvery Date Tite Comparry T Sery 5 Carrier Tracking # Shipping Cost  Tracking Status Staturs

60128 07f27/2022  Chadwick High Chadwick High FedEx Ground ‘GFIANEITT6 15.00 SHIPPED
60130 07727/2022  Westbury Catholic  Westbury Catholic  Priority Ovemight GEIB575IITS 10,00 SHIPPED
60131 O7f27/20x2  Full STEAM Full STEAM Charter  FedEx 3 Day Freight 40,00 . SHIPPED

Selected Shipments
o Deivery Datn r Ty s 2 Torms Carmr Tragking & ripping Cost Trac Status
60002 07/18/2022  Berkshire Magnet Berkshire Magnet  Ewrope First International 12747474 25.00 SHIPFED
60129 07/27/2022  Highbridge Highbridge FedEx 3 Day Freight 49754168854 109.99 SHIPFED
== oo o
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4. Click the shipment records in the Select Shipments list that correspond to the
shipments on the carrier's statement. This moves them down to the Selected Shipments
section.

5. Click Pay.
aACE populates the purchase with a line for each shipment record you selected so you
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can easily reconcile the carrier statement.

Reconciling the Carrier Statement

If the total of the purchase matches the total of the carrier statement, you can save and
open the purchase.

If the totals do not match, review the individual shipments in the Purchase Items section to
locate the discrepancy. Update the Unit Cost for any incorrect purchase items so that the
costs match the carrier statement:

soe Purchases a

Purchase: 60074 FedEx, Inc. 07/28/22 = penoing O

Purchase Details | Notices Tasks G Emals & Docs @
Vendor + Description _ Payment Comments
Vender >
FedEx, Inc.
Rpcur Transaction = Werdor Inv & Inv Date
L 123643 @ oyjepe o Additionallnfo

Pur Order > Payment Terms Payment Due  Pmnk Expected

Net 30 OB/27/22 ogfaFfz2 o

Purchase Ttems  Go to Relwied Shipements

Code GLADT  Description Purchase Order Dept Ty +Froght X
= SHIP L G050 Shipment #60002; Berkshire = + Al-Shipping 1 25.00 000 x -
2 > SHIP 6050 Shipment #60129: Highbridge = . Al-Shipping i 10959 0.00 X
Subtotal 134.99 0.0 3
Freight 0.00 ———
shipping Exp 0.00
Tax 3% 0.00
Tatal 134,99
Use Tax 0.00
A& Dept 1 % Asgn Te DY | Tracking Status Canel m

Once the totals match, you can save and open the purchase.

Updates to Shipment Records

When you open the purchase generated by this process, aACE updates the related shipment
records:

e The Purchased flagis marked. This ensures the shipment will be excluded from
subsequent carrier invoice purchases.
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'ese Shipping Log B

ewde  Edit# Deete M Printid  Actions A

Shipment: 60129 | Highbridge Academy 07/27/22 SHIPPED
Dutgoing Shipment Motices Tasks [G Emails B4 Docs
Ship To o+ Shipment Info o Description
Comparry > B 9 Shigenert Type Carier Carrer Service =
Highbridge Acadery Outgeing FedEx FedEx 3 Day Freight 97626
ﬁm mﬂl:& Ship Tem's  Ship Paint Carmiar Tracking (PRO) & v O Traikie Mimb BOL Seal Nt
Akron, OH 44316 Houston 45764168884 23 0727 &
Declared Vakoe ‘Weight L w H Shipping Cost Package Type Package 0%
3,564.00 135 0 o (] 105,99
Packing List
Destription Orcler Quantity Value Weight  Shipping Cost Bin Reef (s
- TB-FRNCH3 TApprends: I Learn French 3rd = 4 > 80111 a0 3,564.00 135 109.99 i
90 3,564.00 135 109.99
#  Dept ALShipping Asgn To KH 1 Tracking Stats Raady to [rvoion ﬁ‘

rl

e The cost may be updated (i.e. if you changed the shipment's Unit Cost on the purchase
to reconcile a discrepancy).
Note: If an updated cost exceeds the original estimated cost by a certain amount, aACE
can send a purchasing oversight notification (see below).

Batch Updates to Shipment Records

You can manually update multiple shipment records by filtering the Shipping Log to locate
the desired records, then clicking Actions > Update Purchased Flag for List.

eoe Shipping Log 8

+ Record: 6of B Actions ]
Send Notice: Re: List

Shlpment‘s Mark Shigments in List as Shipped/Received
Mark Shipments in List as Void
& Shipment Date Tithe Asgn  Company Carrier Servioe Tracking &
> GOO7S 072222 Occdentsl Petroleum P Occidernial Petroleum Freight 12345680 2
> 60094 072322 Westbury Catholic High School K Westbury Cathlic .00
> 60096 07/23/22  Lesmwright Inc. e Leamiwnight Inc 0.00
> 60099 072522 Cognite ] Cognitic .00
> 60100 O7/Z5/22  Grian Vol KH Brian Voll a.go| SeTee Dmvukons for Shipments In List
> 60117 07/26/22  Occidental Petroleum K Port of Houston PP [ et e b
Gererate Vendor Credits for Shipments in List
> 60118 0726022 Acadarks Petroleum K Port of Houston 0.00 S e
> 60127 07f27122 Port of Houston L] Part of Houston 1,200.00 PENDING . o, =
List Totals 1,210.00
Show All Find My Panding Shipments Find Pending Shipments Constrain to Qutgoing Constrain to Incoming Morg Finds v Rafated Records v a—

4

This batch update functionality is especially helpful when you have recently implemented
your aACE system. You could import a list of historical shipments that were shipped and
purchased using your previous system. Then you could mark all the imported shipments as
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purchased.

Configuring Shipping Cost Oversight Notifications

When a shipment's Unit Cost on a purchase is updated and the purchase is opened, aACE
can send a notification if there's a notable discrepancy.

For example, an initial shipping cost estimate was a standard $49.99. But then additional
factors combined to make the actual cost $249.99. For a change of this size, you may want a
qualified team member to review the carrier invoice in case there was a mistake or
additional customer billing is required.

To enable this feature, your system administrator must configure the Oversight Notification

(https://aace6 knowledgeowl.com/help/notification-automation-preferences) fOI Shlpplng costs. This preference reads, "If

the statement shipping cost exceeds its estimated cost by __ % for values over __". You
must enter a value for the increase percentage and a value for the shipping cost threshold.
These two values help ensure that notifications are only generated when the changes are
large enough to merit a supervisor's attention.

For example, suppose that most shipments cost about $25.00. Sending out a notification
each time the cost went up 10% to $27.50 may be counterproductive. However, on a larger
order that cost $1000.00, a 10% increase of $100.00 might be significant. For this scenario,
the system administrator would enter the following criteria: "If the statement shipping cost
exceeds its estimated cost by 10% for values over 1000.00."
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