How to Post Invoice

When you post an Invoice, the system will update your General Ledger with the data from the Invoice. Once the Invoice transaction is already posted, you
cannot alter the information for that transaction without unposting it first. There are two ways to post an Invoice: 1) using the Post button, and 2) using the
Recap button. Below is a sample posted Invoice.

Invoice - ABC Reseller

New Search Email Duplicate Unpost Recap
Details Prepaids and Credit Memos Instructions Payments (0) | Attachments (D) | Audit Log (2) Comments (0}
Source: Standard Recurring: Location: | 0001 - Fort Wayne PO Number: | po#02 Invoice No: Sl-461
Type: Bill To: ABC Reseller Freight Term: Deliver/Pickup: |p; ckup Split:
Customer Ship To: | ABC Reseller Ship Date: Salespersan: Jared Smith
Invoice Date: Ship Via: |ups Account Currency: usD Accrualr
Post Date: 7/1/2016 Terms: [5% 5 Mei| Due Date: |7/31/2016 Comments: Standard Invoice
Q, open B8 Layout Q| Filter Record e
Item MNo. Contract No| Sequence| Description Ordered | Order UOM | Shipped | UOM Discount % Tax Sub Cur Price Total | Tax Group | Weight UOM
q p PP P g
87G 87 Unleaded Ga... 0.00 100.00 Gallon 0.00% 228 1.850000 185.00 N S5T
o misc itermn 0.00 10.00 0.00% 0.00 5.130000 51.30
0.00 0.00 0.00% 0.00 0.000000 0.00
1 r
Bill To: ABC Reseller ltem: Subtotal: | 236.30
Somewhere 5t
Indianapolis, IN ed Stares | On Hand: | On Order (PO): | Shipping: | 0.00
Committed: | Back Order: | Tax: | 22.81
Ship To: | ABC Reseller Total | 25911
5‘3n_1ev.l'e’e St Amount Received: | 0.00
Indianapolis, IN ed States
Armount Due: | 258,11
@ 6 9 B Posed Page | 1| of1

Notice that once you have posted the Invoice, the Post button label will read Unpost. This gives you the option to Unpost the Posted transaction in case
you need to make a change.

There are occasions when you cannot post an Invoice. Below are some of the possible reasons.
1. The Company Configuration | Sales | General details are not properly setup.
2. The GL Accounts on Item, or Company Configurations are not configured.

3. No open fiscal year period that match the transaction date.
4. There is an unbalanced debit and credit amount.

Post Invoice using Post button:

1. Open the Invoice record that you wish to post. If you have not created the Invoice yet refer to How to Create Standard Invoice.
2. Click the Post button. If the Invoice is not yet saved, it will be saved automatically.

Invoice - ABC Reseller

Mew Save Search Delete Undo Print AddShipment Email Duplicate | Post Recap

Details Prepaids and Credit Memos Instructions Payments (0) = Attachments (0) = Audit Log (1) Comments (0}

Post Invoice using Recap button:

a. Open the Invoice record that you wish to post. If you have not created the Invoice yet refer to How to Create Standard Invoice.


https://help.irelyserver.com/display/DOC/General+Ledger
https://help.irelyserver.com/display/DOC/How+to+Unpost+Invoice
https://help.irelyserver.com/display/DOC/How+to+Unpost+Invoice
https://help.irelyserver.com/display/DOC/How+to+Create+Standard+Invoice
https://help.irelyserver.com/display/DOC/How+to+Create+Standard+Invoice

b. Click the Recap button to open the Recap Transaction screen. This screen will show a preview of what will be entered in the General
Ledger when you post the Invoice.

Invoice - ABC Reseller

Mew 5Sawve 5Search Delete Undo Print AddShipment Email Duplicate Post | Recap
Details | Prepaids and Credit Memos | Instructions | Payments (0) | Attachments (0) | Auditlog(1) = Comments {0)
c. On Recap Transaction screen, click the Post button.

Recap Transaction

Post Close

Date: | 7/1/2016 Description: | Standard Inveice

When you post an Invoice, the system will update your General Ledger with the data from the Invoice. Once the Invoice transaction is already posted, you
cannot alter the information for that transaction without unposting it first. There are two ways to post an Invoice: 1) using the Post button, and 2) using the
Recap button. Below is a sample posted Invoice.

Invoice - ABC Reseller

New Search Email ~ Duplicate  Unpost Recap

Details Instructions Payments(0) = Attachments (0) | Audit Log (2) Comments {0}

Type: Standard Recurring: Bill To: | ABC Reseller Freight Term: | Deliver Invoice No: S1-199 Split:

Customer: ABC Reseller Ship To: | ABC Reseller Deliver/Pickup: PO Number: |PO#02 BOL Number:

Invoice Date: |04/21/2016 Post: |04/21/2016 Ship Via: |UPS Due Date: 05/21/2016 Salesperson: | |ared Smith Currency: | 1JSD
Location: 0001 - Fort Wayne Terms: | 5% 5, Net 30 Accrual: |1 Ship Date: 04/21/2016 Comments: | Sample Standard Invoice.

Q Open 88 Layout Q. |[Filter Records (F3)

Itemn No Contract N¢ Contract 5& Ordered Order UOM Shipped UOM Discount Tax Sub Currency Price Total Weight UOM | Tax Group

+ BTG &7 Unleaded Ga... 0.00 100.00 Gallon 0.00% 1665 1.850000 185.00 IM S5T

+ sample misc ite.. 0.00 10.00 0.00% 0.00 5.130000 51.30
+ 0.00 0.00 0.00% 0.00 0.000000 0.00
Bill To:  |ABCReseller ~| lem: D2D - #2 Dyed Diesel Subtotal: 236.30
Somewhere 5t o
Indianapolis, IN, 46204 United * | OnHand: )| On Order (PQ) Shipping: 0.00
Ship To: | ABC Reseller » | Commirtted: Back Order: Tax: 16.65
5‘:n_1e'¢.l'e‘e St - Total: 252.95
Indiananolis. nited
@ © O I Posted Page 1 of1

Notice that once you have posted the Invoice, the Post button label will read Unpost. This gives you the option to Unpost the Posted transaction in case
you need to make a change.

There are occasions when you cannot post an Invoice. Below are some of the possible reasons.

. The Company Configuration | Sales | General details are not properly setup.
. The GL Accounts on Item, or Company Configurations are not configured.

. No open fiscal year period that match the transaction date.

. There is an unbalanced debit and credit amount.

A WNPE

Post Invoice using Post button:

1. Open the Invoice record that you wish to post. If you have not created the Invoice yet refer to How to Create Standard Invoice.
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2. Click the Post button. If the Invoice is not yet saved, it will be saved automatically.

Invoice - ABC Reseller

New 5Save Search Delete Undo Add Shipment Email + Duplicate = Past Recap

Details Instructions Payments (0) = Attachments{0) = Audit Log (0) Comments {0}

Post Invoice using Recap button:

a. Open the Invoice record that you wish to post. If you have not created the Invoice yet refer to How to Create Standard Invoice.
b. Click the Recap button to open the Recap Transaction screen. This screen will show a preview of what will be entered in the General
Ledger when you post the Invoice.

Invoice - ABC Reseller

New Save Search Delete Undo Add Shipment Email - Duplicate Post @ Recap

Details Instructions Payments (0)  Attachments (0) = Audit Log (0) Comments {0}

c. On Recap Transaction screen, click the Post button.

Recap Transaction

Post  Close

Details

Date: | 01/20/2016 Description: | This is & sample standard Invaice.

When you post an Invoice, the system will update your General Ledger with the data from the Invoice. Once the Invoice transaction is already posted, you
cannot alter the information for that transaction without unposting it first. There are two ways to post an Invoice: 1) using the Post button, and 2) using the
Recap button. Below is a sample posted Invoice.

Invoice - ABC Reseller

New Search Email ~ Unpost Recap Close
Details Payments (0) Attachments (0) | Audit Log (3) Comments (0)
Type: Standard Recurring: Bill To:  |ABC Reseller Freight Term: | Pickup Invoice No: 51132 Split:
Customer: ABC Reseller Ship To: | ABC Reseller Deliver/Pickup: PO Number: |PO#01 BOL Number:
Invoice Date: [01/20/2016 | Post [01/20/2016 Ship Via: | Trucks Due Date: 01/25/2016 Salesperson: |Mike Moriarty | Currency: | USD
Location: 0001 - Fort Wayne Terms: |5% 5 Net 30 Ship Date: 01/20/2016 Comments: | This is a sample standard Invoice.
Q, Open B8 Layout Q4 |F
Item Mo Contrac.. | Contrac.. | Description UOM Ordered Shipped Discount Tax Price Total | TaxGro..
+ 87G 87 Unleaded Gas... Gallon 100.00 100.00 0.00% 14.80 1.850000 185.00 IN 55T
+ sample misc item 0.00 10.00 0.00% 0.00 5.130000 51.30
+ 0.00 0.00 0.00% 0.00 0.000000 0.00
Bill Ta:  |ABCReseller « | lem: D2D - #2 Dyed Diesel Subtotal: 236.30
Somewhere St.
Indiananolis. IN. 46204 Unite * | On Hand: 0.00| On Order (PO): Shipping: 0.00
Ship To: ABC Reseller | Committed: 1.00 | Back Order: Tax: 14.80
S-3|1_1ewl"ere S . Total: 251.10
Indianapolis, IN, 46204 Unite
@ 8 Q0 B Posed Page 1| of1

Notice that once you have posted the Invoice, the Post button label will read Unpost. This gives you the option to Unpost the Posted transaction in case
you need to make a change.

There are occasions when you cannot post an Invoice. Below are some of the possible reasons.
1. The Company Configuration | Sales | General details are not properly setup.
2. The GL Accounts on Item, or Company Locations are not configured.

3. No open fiscal year period that match the transaction date.
4. There is an unbalanced debit and credit amount.

Post Invoice using Post button:
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1. Open the Invoice record that you wish to post. If you have not created the Invoice yet refer to How to Create Standard Invoice.
2. Click the Post button. If the Invoice is not yet saved, it will be saved automatically.

Invoice - ABC Reseller

Mew 5ave 5earch Delete Undo Add Shipment Email - # Post  Recap Close

Details Payments (0) | Attachments {(0)  Audit Log (0) Comments (0}

Post Invoice using Recap button:

a. Open the Invoice record that you wish to post. If you have not created the Invoice yet refer to How to Create Standard Invoice.
b. Click the Recap button to open the Recap Transaction screen. This screen will show a preview of what will be entered in the General
Ledger when you post the Invoice.

Invoice - ABC Reseller

New 5Save 5Search Delete Undo Add Shipment Email ~ Post | Recap  Close

Details Payments (0] Attachments (0) Audit Log (0) Comments {0)

c. On Recap Transaction screen, click the Post button.

Recap Transaction

Post  Close

Details

Date: | 01/20/2016 Description: | This is & sample standard Invaice.

When you post an Invoice, the system will update your General Ledger with the data from the Invoice. Once the Invoice transaction is already posted, you
cannot alter the information for that transaction without unposting it first. There are two ways to post an Invoice: 1) using the Post button, and 2) using the
Recap button. Below is a sample posted Invoice.

3 Invoice - ABC Reseller =|[=][%
Bw ALY = & X
MNew Search Print Email Unpost Recap  Close
Details | Attachments | Audit Log
Type: Standard Recurring: Bill To: |ABC Reseller Freight Term: | Truck Invoice No: SI-44
Customer: 0001005066 Ship To: | ABC Reseller Deliver/Pickup: PO Number: BOL Number:
Invoice Date: |01/20/2016 |Post: (01/20/2016 Ship Via: |Trucks Due Date: 01/20/2016 Salesperson: | 0001005049 Currency: |USD
Location: 0001 - Fort Wayne Terms: Due on Receipt Ship Date: 01/20/2016 Comments: This is a sample standard invoice.
) Q view @ | 2] Get Previous Details 2= Layout v P’ | Filter Records (F3)
Item No Contract... Contract.. Description uomM Ordered Shipped Discount Tax Price Total Tax Group
+ 87G 87 Unleaded Gaso...  Gallon 100.00 100.00 0.00 12.95 1,850000 185.00 INSST
+ sample misc item 0.00 10.00 0.00 0.00 5.160000 51.60
+ 0.00 0.00 0.00 0.00 0.000000 0.00
Bill To:  [ABC Reseller +| Item: LPG - Propane Subtotal: 236.60
Somewhere St. — e
Eartville. TN, 46040 Lnited ~ | OnHand: 24,231.00| On Order (PO): 0.00 Shipping: 0.00
Ship To: | ABC Reseller » | Committed: 2,085.00 | Back Order: 0.00 Tax: 12.95
Somewhere St. .
Fortville, IN, 46040 United hd Tk 248.55
@ 20 ) (4] Posted [4 4 |Page 1(of1| b M

Notice that once you have posted the Invoice, the Post button label will read Unpost. This gives you the option to Unpost the Posted transaction in case
you need to make a change.

There are occasions when you cannot post an Invoice. Below are some of the possible reasons.
1. The Company Preferences | Sales | General account details are not properly setup.

2. The GL Accounts on Item, or Company Locations are not configured.
3. No open fiscal year period that match the transaction date.
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4. There is an unbalanced debit and credit amount.

Post Invoice using Post button:

1. Open the Invoice record that you wish to post. If you have not created the Invoice yet refer to How to Create Standard Invoice.
2. Click the Post toolbar button. If the Invoice is not yet saved, it will be saved automatically.

5 Invoice - ABC Reseller

M B
s w Q¥ & X |V B3

MNew Save Search Delete Undo Print Email Post Recap  Close

Details | Attachments | Audit Log

3. Click OK on the confirmation message.

Post Invoice using Recap button:

a. Open the Invoice record that you wish to post. If you have not created the Invoice yet refer to How to Create Standard Invoice.
b. Click the Recap toolbar button to open the Recap Transaction screen. This screen will show a preview of what will be entered in the
General Ledger when you post the Invoice.

5 Invoice - ABC Reseller

s w a = & X VB 6

New Save Search Delete Undo Print Email Post Recap | Close

Details | Attachments Audit Log

¢. On Recap Transaction screen, click the Post toolbar button.
{5 Recap Transaction

rallri

Post Close

Date: |01/20/2016 Description: | This is 2 sample standard invoice.

d. Click OK on the confirmation message.

When you post an Invoice, the system will update your General Ledger with the data from the Invoice. Once the Invoice transaction is already posted, you
cannot alter the information for that transaction without unposting it first. There are two ways to post an Invoice: 1) using the Post button, and 2) using the
Recap button. Below is a sample posted Invoice.
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5 Invoice - Home Dealers P=1E

o B 4 .-i-.} @ @ ? @

New Search Print  Email Unpost Recap  Close

Details | Attachments

Customer: Location: Invoice Date: Post Date: Currency: Invoice No:
Bill To: S Ship Ta: |PH
PH Salesperson: | JAS PO Number: PO1
“—EEL nited States :-:".:2 1227 Philippines Ship Via: PS Grounc Terms: Due 28th of the Month
Ship Date: 5/29/2015 Due Date: 7/28/2015
Freight Term: Deliver/Pickup:
Comments: | This is a sample Invoice . / £
© Remowe | = Layout~ F
[ | Ttem No Description UOM Ordered Shipped Discount Tax Price Total
[[] | Installation service type Day 0.00 1.00 3.00 6.11
= sample miscellanecus it... 0.00 2.00 0.00 5.00
D 0.00 0.00 0.00 0.00 0.00 0.00
Subtotal: 15.930000
Shipping: 0.000000
Tax: 0.000000
Total: 15.930000
© 2 | Posted Page 1|of1

Notice that once you have posted the Invoice, the Post button label will read Unpost. This gives you the option to Unpost the Posted transaction in case
you need to make a change.

There are occasions when you cannot post an Invoice. Below are some of the possible reasons.

. The Company Preferences | Accounts Receivable account details are not properly setup.
. The GL Accounts on Item, or Company Locations are not configured.

. The Invoice has zero amount.

. No open fiscal year period that match the transaction date.

. There is an unbalanced debit and credit amount.

OO WNBE

1 If the grid details contains an item with Item type set as Inventory, the Freight Terms on header area and UOM in grid area are
required details in posting.

Post Invoice using Post button:

1. Open the Invoice record that you wish to post. If you have not created the Invoice yet refer to How to Create Standard Invoice.
2. Click the Post toolbar button. If the Invoice is not yet saved, it will be saved automatically.

3 Invoice - Home Dealers

o w Q m WY EX|IV|EE

Maw Save Szarch Delete Undo  Print Email Post | Recap Closs

Details | Attachments

Post Invoice using Recap button:

a. Open the Invoice record that you wish to post. If you have not created the Invoice yet refer to How to Create Standard Invoice.
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b. Click the Recap toolbar button to open the Recap Transaction screen. This screen will show a preview of what will be entered in the
General Ledger when you post the Invoice.

3 Invoice - Home Dealers

= EH
o v Q = ¥ =X VB G
Post

Maw Save  Search Delete Undo Print  Email

Recap | Closs

Details | Attachments

c. Click the Post toolbar button.

% Recap Transaction

)|

Post Close

Date: |06/29/2015 Description:
& Layout »

When you post an Invoice, the system will update your General Ledger with the data from the Invoice. Once the Invoice transaction is already posted, you

cannot alter the information for that transaction without unposting it first. There are two ways to post an Invoice: 1) using the Post button, and 2) using the
Recap button. Below is a sample posted Invoice.

|l Invoice B [=]ES
2 (o 0 &7 ) O
o W QA 5 ¥ & |[wn

Mew Search Print Unpost Recap Close

Invoice Type: Customer: Location: Invoice Date: Post Date: Sales Rep: Currency: Invoice Mo:

Invoice 1000000001 01 02/26/2015 02/26/2015 WIH usD 513

Bil To: Ship To:

us PH Ship Date: | 02/26/2015 PO Humber: |PO12

Attn: Caria Brown Attn: Amaya Castro

18 Cereral St. Pasen de Roxas St Ship Via: | UPS Ground Terms: 5% 5 NET 30

; 23 Makati -

Edison, OH, 43320 Makat, NCR, 1227 Comments: | This is a test Invoice comments.

[ Location Item Mo Description uoM Ordered  Shipped Price Total

[ o1 SWITCH On/fOff Light Kit Switch ... EACH 2.00 2.00 20,92 41.84

[ | o1 Sample miscellaneous it... .00 1.00 10.11 10.11
Subtotal: 51.95
Shipping: 0.00
Tax: 0.00
Totalk 51.95

@ o )| saved Page 1|of1 2

Notice that once you have posted the Invoice, the Post button label will read Unpost. This gives you the option to Unpost the Posted transaction in case
you need to make a change.

Post Invoice using Post button:

1. Open the Invoice record that you wish to post. If you have not created the Invoice yet refer to How to Create Standard Invoice.
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2. Click the Post toolbar button. If the Invoice is not yet saved, it will be saved automatically.

lail Invoice

o & A |

MNew Save

Post Invoice using Recap button:

% L=
Search Delete

0 =

ndo Print

v,

Post

wfi ki

Recap  Close

1. Open the Invoice record that you wish to post. If you have not created the Invoice yet refer to How to Create Standard Invoice.
2. Click the Recap toolbar button to open the Recap Transaction screen. This screen will show a preview of what will be entered in the General

Ledger when you post the Invoice.

la| Invoice

J 8 i II s
@ H '-)\ = IL.-'"Jﬂ

Mew Save  Search

3. Click the Post toolbar button.
|t Recap Transaction

2 Iri

Post | Close

Date: |02/26/2015 Description:
T
Batch ID Transaction 1D Account ID

1 BATCH-398 5I-3 51100-1111
2 BATCH-398 SI-3 51100-1111
3 BATCH-3%8 SI-3 13000-1111
4  BATCH-398 SI-3 13000-1111
5 BATCH-398 SI-3 12000-1111
©  BATCH-398 sI-3 45700-1111
7 | BATCH-398 SI-3 41600-1111

=

LIndo Print

This is 3 test Invoice comments.

Desdription

This is a test Invoice comments.
This is a test Invoice comments.
This is a test Invoice comments,
This is a test Invoice comments.
This is a test Invoice comments,
This is & test Invoice comments.

This is & test Invoice comments,

o=
v

o|

Post |Recap| Close
E=1IE3
Currency: USD | Rate:

Account Group Debit Credit

Cost of Goods Sold 11.52 0.00
Cost of Goods Sold 138.00 0.00
Inventories 0.00 11,52
Inventories 0.00 138.00
Receivables 51.95 0.00
Other Revenues 0.00 10.11
Sales 0.00 41.84

@ D | Ready
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