Memo Invoice For Pre Payment 
This document applies to all VISCO configurations, version 2.7.7 or later.
Purpose of this document: This document explains how to create a Memo Invoice. The Memo Invoice is used to record a pre payment. E.g. the customer pays 10% of the Sales Order total amount in advance. The customer is sent a Memo Invoice to confirm receipt of pre payment. 

This procedure is in two parts:

1. The Memo Invoice is created and the pre payment added. The memo invoice is sent to the customer.

2. The final Invoice is created. The pre payment is deducted from the final Invoice. The final invoice is sent to the customer

Part 1 – Create the Memo Invoice 

Note: In order to create a Memo Invoice, the PO shipment/s must be a Venture/s. (A Venture is an inbound shipment of a product). To do this, add the PO shipment/s to a container. If you are not sure what the actual container number will be, create a ‘dummy’ container and add the PO shipment/s, you can always update the container details, including the container number when you have the actual information.

Make a note of the Venture number. Also make a note of the Sales Order number, line number and shipment number (SO #) for the pre payment.
1. VISCO Home Page >Finances > Invoicing > Add a New Invoice
2. If the Sales Order Shipment for this sale agreement has been issued, select that shipment from the list, otherwise type in or scan for the customer name. You can select either the shipment or the Customer but not both.
3. Select the Add an Invoice button
4. Proceed

5. The Memo Invoice document is displayed.

6. Click on the Add Misc. Charge to Invoice button.

7. Type the Miscellaneous Charge Amount (pre payment amount, e.g. 200.00).

8. Select the Miscellaneous Charge Type from the list.
9. Type the Miscellaneous Charge Description or select it from the list 
10. Click on the Add Misc Charge to Invoice button

11. The miscellaneous charge will be displayed on the invoice

12. Click on the Excel Tab called Venture Details (The Tab is located at the bottom of the Excel window)
13. In the fist line of the Purchase Order Number Column, type the Venture number.

14. In the first line of the Description Column, enter the description

15. In the first line of the Material Amount Column, enter 0 (zero). Note: the zero does not display.
16. In the first line of the Misc Amount Column, enter the pre payment amount. (E.g. 200)
17. Select the Excel Tab called Invoice Template (The Tab is located at the bottom of the Excel window)

18. Click on the Print Invoice button to print a copy (optional)

19. Click on the Proceed button (the Memo Invoice closes)
20. Click on Update Invoice to save your changes

Part 2 – Include the pre payment/credit on the Final Invoice

1. Create the Invoice as you normally would through the ship and invoice process in Delivery Maintenance. 
2. Edit the Invoice – from the VISCO Home Page >Finances > Invoicing 

3. Scan or type in the Invoice number

4. Edit/Print - A confirmation page is displayed, click on Proceed
5. On the Invoice, there is a box called ‘Shipped’ which displays the product shipment information, click on the first empty line below this box - this is where the Miscellaneous Charge will be displayed on the Memo Invoice.

6. Click on the Add Misc. Charge to Invoice button.
7. In the Miscellaneous Charge Amount box, type the pre payment amount as a negative amount (e.g. -200)

8. Select the Miscellaneous Charge Type from the list. This needs to be the exact same Miscellaneous Charge Type that was used to create the original pre-payment invoice for the balances to offset in your accounting system.
9. Type the Miscellaneous Charge Description or select it from the list 
10. Select the Add Misc Charge to Invoice button

11. The miscellaneous charge will be displayed on the invoice as a negative amount in parentheses. The miscellaneous charge will be deducted from the total Invoice amount.
12. Click on the Excel Tab called Venture Details (The Tab is located at the bottom of the Excel window)
13. In the first line of the Misc Amount Column, enter the pre payment amount as a negative amount (e.g. -200). If there is more than one Misc. Charge to Invoice, they must be added together and the total must be typed in the first line of the Misc Amount Column
14. Note: The miscellaneous amount on the Invoice Template tab must equal the miscellaneous amount on the Venture Details Tab.

15. 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 (optional)

17. Click on the Proceed button (the Memo Invoice closes)

18. Click on Update Invoice to save your changes
Please email support@ventureinformationsystem.com with any questions. 

Or visit http://www.ventureinformationsystem.com/help
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