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Correct Returned Invoices/Credit Memos

Contents
[ oz=1 (= YE= T To @ o= o R 1
(07e] g g=Ye1 /ST o)1 011 AT 2

Locate and Open

1. Users will receive an e-mail from a comment added to the invoice/credit memo alerting them the invoice
has been returned.

2. Login to E-Market.

- Accounts

3. From the EEMZZZM menu icon, hover over Invoices then click View Draft Invoices.
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Accounts Payable b Invoices » View Draft Invoices b Draft Invoices

p My Returned Invoices

[ ) Invoice Number Supplier Invoice No.

1635568 [y 3620204

Accounts Payable an Invoice Number...

Invoices

Receipts View Draft Invoices

Seaiciv

4. Your returned invoice(s) will be listed in the section called My Drafts. The status will indicate Returned.

Click on the Invoice Number in blue to open invoice/credit memo
Invoices

96587 MAIN LINE SPRING WATER No POs 11/4/2021

5. If you did not receive a separate email explaining the reason for return, click on Comments tab then
read the comment.
Invoice ~ : 1648209

Entry Matching Attachments History

oice lype Invoice

nvoice Numbe 1648209
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Correct/Submit

Summary
6. Click ———— to view the invoice in a summary format.

e To correct a section, click 4 in that section, make changes then click .

e Aftach Invoice section-To add an attachment, click 499 Click Select files, locate and choose
file, click Open, click Save Changes.

Invoice * 1635568 ~

=5 o N
GeMalDocumepiformation (SKIP THIS SECTION) -

K4 >
Enter Invoice Number & Date R Attach Invoice . Enter AP Notes (OPTIONAL) £~
MAIN LINE SPRING WATER v
nvoice N 362020A Internal Attachments Date @ Internal Notes no value Supplier Inveice No 362020A
e Date 3/6/2020 L Sample 311 20.docx 311172020 - Total (15.00 USD) v
Subtotal 15.00
Enter Accounting Codes v Discount 000
Tax1 0.00
LINE
Taxz 0.00
BMc- Fund BMC - Account Code BIMC - Dept BMC- Project Shipping 0.00
170 01310 99999 Handling 0.00
estrice fice Supplie otrollers Offce
15.00
1 Line . v
What's next? v
<No PO Number> - 0O
NextStep  BMC Account Code Approval
Status POLine ltem Catalog No. Size/Packaging Unit Price Quantity Ext. Price Maciniosh ADMIN/ e
Thompson Admin LOCAL, Annemarie
v Water delivery n/a 2 15.00 aty: 1EA 15.00 -0

e Attach Invoice section-To remove an attachment, click the “ " to the right of attached

document name and click Remove

Attach Invoice (RECOMMENDED) e Ente
Internal Attachments Date Add nter
4 Test Attachment.docx 3/22/2021 @

Edit

e To correct the bottom section, click item description in blue, make changes then click Ea
<No PO Number=

Status PO Line Item

< samples of street names

7. When finished, click submit located on the top right side of the screen. If you do not click *“*™ your
invoice/credit memo will remain a draft which means it will not be paid.
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