Apply a Miscellaneous Charge to an Existing Invoice
This document explains how to add a Miscellaneous Charge to a pre existing Invoice that has not been posted. E.g. A separate freight charge is added to an entire Invoice or a specific Invoice line. It is not possible to add a miscellaneous charge to a posted invoice. This document does not apply to a Memo Invoice. Note. A ‘Venture’ is an inbound shipment of a product, derived from a Product Line in a PO
There are two different ways to add a Miscellaneous Charge to an Invoice:

1. Apply a Miscellaneous Charge to an entire Invoice. 
E.g. Add a single freight charge to the entire invoice.
2. Apply a Miscellaneous Charge to a specific Invoice Line 
If the charge applies to a specific venture, the Miscellaneous Charge is added to the corresponding invoice line. E.g. Apply a ‘special packing’ charge to one product shipment.
An invoice may have miscellaneous charges for the entire invoice, miscellaneous charges for specific line/s or both. The steps for both processes are slightly different as follows:
Apply a Miscellaneous Charge to the ENTIRE Invoice

1. Create the Invoice as you normally would through the ship and invoice process in Delivery Maintenance, OR, if the Invoice already exists, go to Finances, Invoice Menu, Edit Print Invoice, and select the invoice. Click on Proceed, the invoice document is displayed.
2. Select the Excel Tab called Invoice Template (The Tab is located at the bottom of the Excel window)
3. Click on the first empty line below the invoice lines - this is where the Miscellaneous Charge will be displayed on the Invoice.
4. Click on the Add Misc. Charge to Invoice button.
5. In the Miscellaneous Charge Amount box, type the amount, e.g. 200.00
6. Select the Miscellaneous Charge Type from the list. 
7. Type the Miscellaneous Charge Description or select it from the list.

8. Select the Add Misc Charge to Invoice button
9. The miscellaneous charge will be displayed on the invoice and will be added to the Invoice total amount.
10. Click on the Excel Tab called Venture Details (The Tab is located at the bottom of the Excel window)
11.  On the first line of the Misc Amount Column, enter the amount (e.g. 200.00)
12. If additional Miscellaneous Amounts need to be added, select the next empty line on the invoice and repeat steps 3 thru 10.

13. On the Venture Details Tab, if there is more than one Misc Amount, they must be added together to provide the total miscellaneous amount. (E.g. If there is a miscellaneous charge for freight of $200.00 and a miscellaneous charge for packaging of $50.00, the two charges must be added together to give a total misc amount of $250.00). The total misc amount must be entered in the first line of Misc Amount Column.
14. Note: The total miscellaneous charge on the Invoice Template Tab must be equal to the total miscellaneous charge on the Venture Details Tab

15. After all the Miscellaneous Amounts have been added, select the Excel Tab called Invoice Template (The Tab is located at the bottom of the Excel window)
16. Click on the Print Invoice button to print a copy of the invoice (optional)
17. Click on the Proceed button (the Invoice closes)
18. Click on Update Invoice to save your changes
Apply a Miscellaneous Charge to a SPECIFIC LINE on the Invoice

1. Create the Invoice as you normally would through the ship and invoice process in Delivery Maintenance., OR, if the Invoice already exists, go to Finances, Invoice Menu, Edit Print Invoice, and select the invoice. Click on Proceed, the invoice document is displayed.
2. On the Invoice, the list of shipment lines is displayed. Choose the line which will have the Miscellaneous Charge applied to it, by selecting the amount for that line in the Amount Column. The Miscellaneous Charge will be displayed beneath this line on the Invoice.
3. Click on the Add Misc. Charge to Line button.
4. In the Miscellaneous Charge Amount box, type the amount, e.g. 45.00

5. Select the Miscellaneous Charge Type from the list. 
6. Type the Miscellaneous Charge Description or select it from the list.

7. Select the Add Misc Charge to Line button
8. The miscellaneous line charge will be displayed on the invoice template (document) beneath the invoice line and will be added to the Invoice total amount.
9. Click on the Excel Tab called Venture Details (The Tab is located at the bottom of the Excel window). On the Venture Details Tab, a list of the ventures is displayed.
10. For the Venture to which the miscellaneous charge will be applied, type the miscellaneous charge amount in the Misc Amount Column, (e.g. 45.00). 
11. If there is more than one Invoice line that has a miscellaneous charge, repeat steps 2 thru 10 above.

12. Note: The total miscellaneous charge on the Invoice Template Tab must be equal to the total miscellaneous charge on the Venture Details Tab

13. After all the Miscellaneous Amounts have been added, select the Excel Tab called Invoice Template 
14. Click on the Print Invoice button to print a copy of the invoice (optional)
15. Click on the Proceed button
16. Click on Update Invoice to save your changes

Please email support@ventureinformationsystem.com with any questions or visit http://ventureinformationsystem.com/help/
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