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Working with Invoices
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This guide explains how to complete basic tasks with invoices. It is intended for general
users.

aACE allows you to create, adjust, and void invoice records from the Invoices module.
Navigate from Main Menu > Accts Receivable > Invoices to locate the invoice records.

Manually Creating an Invoice

aACE is typically configured to generate invoices automatically when an order is shipped.
You can manually create an invoice at other times.

1. At the Invoices module menu bar, click New.
2. Inthe Customer field, select the customer you want to work with.

Imvoices

Invoice: 60095 Chadwick High School 07/27/22 = eenome O
Invoice Details Notices Tasks [G Emais 4 Docs

Bill To + Description __ Payment Comments

Custorner (Bl To) > Y Conts > Thank you for your business!

Chadwick High Scheol = Ann Gideon

Recur Transaction > DOngler >

Additional Info
Cust PO #  Biling Terms  rvolce Due Pt Expected
MNet 30 08/26/22 o6z O
Invoice [tems = Owverride
Code Cascription Crder [: J Uit Price Urit Adj Total Tax Profie 3
- NTBE-D11 Lab Notebaoks  Journals = - 60109 40 10.00 LR 400,00 OUT x -
Suibstestal 400.00 @
Adjustrnent 0.00 @
Tatal 400.00
Shiping 2.00 .00
L T ouT 0.00 | | Exempt
Grand Total 400.00
* o ! 3 L Tracking Stats 3
L Dapt AL Asgn To AK acking Stats Cancal m

3. Review any LICs auto-populated in the Invoice Items section and make any needed
adjustments.

4. Click Save and Open.

Importing Invoices

Powered by aACE | 1



aACE Software

aACE prOVideS robust functionality for imQOFting data (https://aaces knowledgeowl.com/help/importing-records).

Using the Actions options, you can download a blank import spreadsheet for invoices or
export a number of invoices so the correct information is modeled. Then you must populate
the columns for required data:

e Company Abbr — A code or company name that matches an existing company record

Invoice ID — A unique numerical code for the record

Invoice Date — Any date in mm/dd/yyyy format

Department Abbr — A code that matches an existing department

Assigned To Initials — Initials that match an existing team member record
Tax Profile Abbr — A code that matches an existing tax profile

Imported invoices are left in Pending status for you to review or edit.

Duplicating an Invoice

Duplicating an old invoice carries over information relevant to a new record (e.g. customer,
LICs), but does not copy other information (e.g. order number, dates).

1. Atthe Invoices module list view, locate the desired invoice.
2. At theinvoice detail view, click Actions > Duplicate Invoice.

ade Imvoices 8
= § Record: 40f 14 Mewdh  Edit#  Deiete 3 [T
Invoice: 60029 | Berkshire Magnet High School 07/20/22 ——__
Inwoice Details Hotices Tasks[§ 2 Open Invoice
: T CredtAdjust Invokes
Bill To * Description ) [ Payment Comments —
Custormer (Bl Te) = Y Contact > Duplicate knvoice -, |
Berkshire Magnet High  Jack Kincaid =
e ;mv'k Berkshire Magnet High Additional Info

tPO#  Biling Terms

Irmvoice Due
Met 30 08/15/22 ogfgz2 o

Pt Expected

Invoice Items | Print Override

Code Description Order CQuantity Unit Price Unit Adj Total Tax Profike

L = TB-FRNCH3 JApprends: | Learn French 3rd Edition = > 60034 2] 39.60 LR 376,00 OUT
Suibstatal 2,376.00
Adjustment 0.00 @
Receipts | Adjustments Refunds Total 2,376.00
[+ LR Daste Paryment Ref Mermes At Shipging (1] 0.00
= Ta ouT 0.00 | | Exempt
Grand Total 2,376.00
Balance 2,376.00 100%
#+ Dept Al Asgn To AK 1 Tracking Status Sent via Emall ﬁ,

(. l

3. At the confirmation dialog, click Duplicate.
4. Onthe new invoice record, modify the information as needed.
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5. Click Save and Open.

Editing / Adjusting an Open Invoice

Warning: Invoices in Open status have already impacted the accounting system — you must
track edits and adjustments carefully.

You can make minor adjustments (e.g. include a discount or change a quantity) to an existing
record. You can also void an invoice entirely (see below).

1. Atthe Invoices module list view, locate the desired invoice.
2. Attheinvoice detail view, click Actions > Credit/Adjust Invoice.

~

ade Imvoices B
Invoice: 60085 | Westbury Catholic High School 07/26/22 |
Inwoice Details | Motices Tasks [5_ | ;-‘wm T
Bill To * Description ) B payment Comments B | m
Custormer (B Ta) » Y| Contadt = Duplicate Invoice:

‘Westbury Catholic High  Selah Murphy
Raur Trawsaction > Orger =
50023 | Westbury Catholic High Additional Info

Cust PO #  Bling Terms  Brwolce Due Pt Expected
Net 30 08/25/22 g5z o

Tnvoice Items | Print Override

Code Description Crder uantity Lnit Frice Unit Ad) Tomal Tax Profile
* TB-HIST The History of the World, 4th Edition » 60023 30 112.49 LR 3,374.70 NYS =
» TB-LIT102 The Complete Works of Shakespeare - B0023 25 99,99 Llei] 2,499.75 NYS
- TE-LITS 6 Famous Classics - 60023 30 206.25 0,00 £,187.50 NYS
. TB-SCI4 Astronarmy for Beginners, ath Edition - 60023 30 56,24 0.00 1,687.20 NYS
DEPOSIT Depasit - 60023 1 -3,942.32 000 -3,942.32 NYS
Substatal 5,B06.83
Receipts | Adjustments  Refunds ::jmm’ 9@2::‘: @
B Recept Date Paryment Ref Mema thbi e Shipping 0.00 0.00
Tax NYE 062.44 | | Exempt
Grand Total 10,769.27
Balance 10,769.27 100%
# Do Al Asgn To AK 1, Tracking Status  Senk via Emall ﬁ-
[ -

3. Enter the Adjustment Date and click Continue.
4. Atthe new record, eliminate any line items you do not want to include in the adjustment
by clicking the X at the end of each record row.
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LN Invoices - 2

B
Invoice: 60097 Credit/Adjust Inv #60085 07/26/22 = eenoine O
| Adjustment Details Wotces  TesislS  Emols@ Dosd
Bill Te: + Description ry G
Custermer (Bl Te) = | Contact >
Westbury Cathalic Selah Murphy
Rocur Transaction > Ongexr >
60023 | Westbury Catholic High Additional Info
Cust PO # Biling Terms Irvoice Due Pt Expected
Met 30 08/25/22 og2sz2 o
| Invoice ttems | Overide |
Code Descripbion Order Quantity Unit Price Unit Adj Total Tax Profji
= TB-HIST Tha: Histary of the: World, 4th Edition = = 50023 -30 112.45 000 -3,374.70 NYS
- TB-LIT102 The Complete Works of Shakespeare = » 60023 =25 99.99 000 =1,499.75 NYS
- TB-LIT& 6 Famous Classics = - 60023 =30 206.25 0,00 -6,187.50 NYS
+ > TE-5CH Agtronamy for Beginners, 4th Edtion = > 60023 -30 56.24 0,00 -1,687.20 NYS
= DEPQSIT Depasit = - 50013 -1 -3,942.32 000 3,542.32 NYS
Suibstestal -5,806.83 @
Adjistment 0.00 @
Tatal -6,6806.83
Shipping 0.00 0.00
L Tax AYS -562.44 | | Exempt
Grand Total -10,765.27
# Dt Al 1 AsgnTo AK 0 Tragkng Stats St via Emall Ad Trivicn > GDOBS Cancal
L ' =n

5. Enter other adjustments as needed.
6. Click Save and Open.

Voiding an Invoice

l

Voiding a record leaves the information accessible in aACE, but completely removes the

record from use. You cannot 'unvoid' a voided record.

1. At the Invoices module list view, locate the desired invoice.

2. At the invoice detail view, click Actions > Void Invoice.
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£ ] invoices B
: = 2 . Wiew Logs

Invoice: 60080 ' Shea Township School District 07/26/22 L
| tnvoice Detaits Motkces )  Tasks[G 4 Open Involce

Bill To test ¥ Description [+ ] [«

Custermer (Bl Te) = | Contadt >

Shea Township School Julia Delaney

Rocur Transaction > Ongexr >

60053 | Shea Township School Additional Info
Cust PO # Biling Terms Irvoice Due Pt Expected

530950  Net 30 08/25/22 g5z o

Code Description Order Quantity Unit Price Unit Adj Total Tax Profile
L = PEN-SPF Honorific Pen Gift Set - Sador Pro = > 50053 25 348.00 LR 8,700.00 OUT =
= DEPOSIT Deposit - 60053 1 =4,350.00 000 =4,350.00 OUT
Subtatal 4,350.00
Adjustrient 0.00 @
| Receipts | Adjustments = Refunds Total 4,350.00
[+ L Date Payment fef Meme et Shipping 0.00 0.00
Tax ouT 0,00 | | Exempt
Grand Total 4,350.00
Balance 4,350.00 100%
#+ Dept Al Asgn To AK 0 Tracking Stahs  Sent via Emall {I-
[

'l

3. At the Void Invoice dialog box, enter the reason for voiding the invoice and the reversal
date.

4. Click Void.
The system creates a new record to offset the invoice.

5. At the dialog box to review the reversal, click Yes.
To help you to identify this invoice record as an adjustment, aACE formats the title as
<Invoice #><Void Inv #>.
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ade Invoices - 2

Invoice: 60098 | Void Inv #60080 07/26/22 CLOSED
| Adjustment Details Notices Tasks[G = Emabsi@ Do

Bill To et Description ) [+ ] [«

Customer (Bl Te) = | Contact =

Shea Township School  Julia Delaney

Recur Transaction > Ongexr >

60053 | Shea Township School Additional Info
Cust PO # Biling Terms: Irvoice Due Pt Expected

530950  Net 30 08/25/22 sz o

Invoice Items | Print Override

Code Description Crder Quanbty nit Price Uit Adj Total Tax Profiie
- PEN-5PF Honorific Pen Gift Set - Sadar Pro = = 50053 -25 348.00 000 -B,700.00 OUT -
- DEPOSIT Deposit - 60053 -1 =4,350.00 000 4,350.00 OUT
Subtatal -4,350.00
Adjustment 0.00 @
| Receipts | Adjustments = Refunds Total 23000
B receint Date Payment Ref Merma Acrour Shipping .00 0.00
Tax ouT 0.00 | | Exempe
Grand Total -4,350.00
Balance 0.00 0%
# Dot AsgnTo MK 0L Traddeg St Sentva Emal A Trveoicn = GOOBD e

Invoices and Customer Deposits

To handle customer deQOSitS https://aace6 knowledgeowl.com/help/handling-customer-deposits), YOU USe two types
of invoices:

¢ Adepositinvoice when the customer delivers the funds

¢ Arevenue-recognition invoice later to reverse the deposit
This second invoice will include a line item to recognize each source of revenue from
the order, plus an additional line item to reverse the earlier deposit(s).

Note: If an order has a deposit balance, manually creating an invoice will reverse that
deposit.
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