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1. Creating an Invoice: From PO

1.1 Creating an Invoice: From PO
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Notes:

Welcome to this tutorial, Creating an Invoice From a Purchase Order.
1.2 Acquisitions Workflows Tutorials
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Notes:

Once physical items have been ordered, it is possible to create invoices for items using several different methods: manually, from a purchase order, and from a file.  And once the invoices have been created, they enter the Waiting for Payment stage.

1.3 Objectives
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Notes:

In this session, you will learn how to create an invoice from a purchase order.

1.4 Creating Invoices Manually
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Notes:

When creating invoices from a purchase order, we create an invoice and add invoice lines based on PO Lines in a PO
Once invoiced, the PO lines in the purchase order are marked as fully invoiced and closed.


To create invoices, you will need to have an Alma user with the Invoice Manager, Invoice Operator, or Invoice Operator Extended role.
1.5 Accessing Create Invoice
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Notes:

To create an invoice using a purchase order, go to Acquisitions > Receiving and Invoicing > Create Invoice.
1.6 Select Invoice Creation Process
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Notes:

Select the option to create the invoice From a PO.

Note the Handle Receiving checkbox.  Selecting the Handle Receiving checkbox allows receiving to happen immediately after the invoice is created. For this option, you’ll also need to have the Receiving Operator role and ensure that your location is set to the one associated with your Technical Services department.  For this example, we will leave this box unchecked.

Let’s click Next to go to the next step.
1.7 Select PO
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Notes:

Select the Purchase Order you would like to invoice.  You can search for the purchase order by clicking on the list icon here.  A popup window will open where it is possible to search for the purchase order by PO number, PO line number, a specific title in the purchase order, and other criteria.
Select PO based on criteria (Slide Layer)

[image: image8.jpg]Select PO

120011008

o

i Vanke sk P sty 14810

PoLre Vinksepcokpadder WLy onsauso

soqm [ AostomlPoLeRetence | oo pookpdsr ML acsy aassusn

saazas | rom denite VinksoBockPedder M by v

e
P VanksoBookPeddr WLy e

preee il veeBcckPacger ManL 10406 usD

soan Coute fomaton Sarvcse  an Loy 000D
snan Coute fomston sarvcss  Van Loy ss006usp
suzan Vinkseseokpedcsr anLoray snsousD
e Vevssgkpeics anbasy ssesusp
e Vinkssseokpedcsr wanLorsy 954450
P swosusp

vk skt sacsousp





1.8 Save
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Notes:

OK.  Now that I’ve selected my PO, I can click Save to continue to the next step.
1.9 Invoice Details
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Notes:

This brings us to the Invoice Details screen, and we are on the Invoice Lines tab.  If there were multiple PO lines associated with this PO, they would all be here in this list.  In this example, there is only one PO line.  We would confirm that this information is correct, and click Save and Continue to have Alma take the invoice through a validation process to make sure no information is missing. 

1.10 Waiting for Payment Invoices
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Notes:

Because this invoice was approved automatically, we are now brought to the Waiting for Payment screen.
1.11 Review
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Notes:

Now that you’ve watched this session you should be able to create an invoice from a purchase order.

Please take the short quiz to test your knowledge.

1.12 Quiz: Creating an Invoice: From a PO

 (True/False, 10 points, 1 attempt permitted)
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	False


Feedback when correct:

That's right! Creating an invoice from a purchase order only allows you to pay the invoice in full.

Feedback when incorrect:

No sorry, that’s not right. Creating an invoice from a purchase order only allows you to pay the invoice in full.

Notes:

Correct (Slide Layer)
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Incorrect (Slide Layer)
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1.13 Thank You!
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Notes:

Thank you for joining this session!
1.14 Copyrights
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Notes:

2. Quiz Results

2.1 Results Slide

 (Results Slide, 0 points, 1 attempt permitted)
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Notes:
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Success (Slide Layer)
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Failure (Slide Layer)
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