How to create a partial invoice for the PO with quantity 1

¥ Invoice Header

I Create Order Confirmation ] 5 . . . . .
o When creating .partlal invoice, the flelgj QU_ANTITY
Order Detail Order History 1 Line-ltem Credit Memo 1 Invoice #:* |‘ needs to be adJUSted If the Quantlty IS 1, It needS
- Line-tem Dkt Mamo W e = to be adjusted to the proportion you want to

invoice.

v [ o : st | ] 4 1) Open PO and select Create invoice —
[] M e e pne Standard Invoice, fill in the Invoice number and
[ © @ wew [ =f\ B IEE) B e the right invoice date
A B 2 2) Adjust the quantity proportionally (not the price).
w - e _— 3) Select Tax Rate from the Tax Category menu
o and Add to included lines.
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How to calculate the correct quantity proportion: Note: Always make sure you set the right quantity
proportion according to the amount you want to
Net amount You will get the Quantity :?vcztlce,r?ol’grrllat you will have enough quantity for
ou want to l Divide by the _ proportion to insert in ext partial InvoIces.
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How to invoice PO with the Unit Price 1

¥ Invoice Header

Summary
Standard Invoice

1 Purchase Order:

[ Create Order Confirmation

Order Detail Order History | Line-ltem Credit Memo limeoice 4 *l ||
= T inv &
- 1
Line-ltem Debit Memo ’ _
— Invoice Dai&'*l 25 Apr 2022 I
Insert Line em Options
— — — .
EZ Tax Categaory | 9% VAT / VAT 0% . nents |_| Special Handling |_| Discount 4 ' | Add to Inictiided Lines
s P
|_| No. Include Type Part & 0% VAT ! VAT 0% Customer Part # Quantity Unit Unit Price Subtotal
I s o ] 21% VAT Vs 21% R o T T i 7 -
] 1 e} MATERIAL =T9708 sURETEATE V CTIT sEioEans — PCE 100 EUR 56.40 EUR
Standard Tax Selections
Pricing Details Price Unit: PCE " Price Unit Quantity: 10000
Urit Conversion: 1 == a Diescription: :
VAT —
p— | S
= Categony:* | 0% VAT VAT 0% il aable Amour | 56.40 EUR | e
HET
[ Ratalte): |0
Lecatan et ate{a) | ] |
Description: | VAT 09 asT Tax Ame 0.00 EUR |
Regime: Usage Exempt Detail | [no value) A |
Withhoiding Tax ' )
Other Tax
OF Pre-Pay
R IR | Configure Tax Menu
Law Refe |
Ship Fromn:  Novartis Martina Salutas Pharma GmbH in]
Barleben Addresses
Shipping City Australian Capital Territory
Australia Germany
Dl To
Shipping Cost Shipping Amount: * | 0.00 EUR Shipping Date: =]
Line lvem Actions » | | Delete l
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When creating invoice with the Unit price 1, only the
field QUANTITY needs to be adjusted.

1) Open PO and select Create invoice — Standard
Invoice, fill in the Invoice number and the right
invoice date.

2) Enter the Net amount in the Quantity field
(leave the Unit price as 1).

3) Select Tax Rate from the Tax Category menu
and Add to included lines.

4) Click on Add to included lines.

5) To continue to the invoice summary click Next.

Note: Whenever invoicing partially,
always adjust only the value in the
QUANTITY field, never the Unit Price.




How to choose lines for invoicing

Insert Line item Options

Insert Line Item Options
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] MATERIAL | 1086002500
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Mo Include Type
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MATE | 1085002500
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D Tax Category | 0% VAT | VAT 0% | [ ] snipping o is | | Speciel Hand unt
r| No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
[ 10 ™®@ MATERIAL E0 FLUOXETIN 20 1A DT DE 20um255mm 6220595 | ‘ - ‘ MTR [ 14058 Eur 13.92 EUR

Pricing Details

Shipping

Shipping Cost
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$

Shipping Amount:* | .00 EUR
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View/Edit Addresses

1)

2)

3)

4)

If you have many lines in PO and
you need to invoice only some of
them, first tick the box above the first
line item of your PO. By this all lines
will get ticked.

Then untick lines that you would like
to invoice.

Click on Delete to remove lines that
you do not need.

Select Tax Rate from the Tax
Category menu and Add to
included lines.

Note: All lines you haven't used for
invoicing will be again available for
the next invoice.




