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[bookmark: _GoBack]Item charges, such as freight, handling charges, or insurance, can be entered into the original sales document or on a separate sales document where the items charges is lined to a posted shipment.
Setup
1. In the Search box, enter Item Charges, and then choose the related link.
2. On the Home tab, in the New group, choose New.
3. In the No. field, enter an alphanumeric code for the item charge.
4. In the Description field, enter a description for the item charge.
5. In the Gen. Prod. Posting Group field, enter the posting group for this item charge.
6. Leave the VAT Prod. Posting Group blank unless you are selling internationally.
7. The Search Description field pulls from the Description field, but can be changed. 
Enter Item Charges on a Sales Document
The following instructions show how to enter an item charge on a separate invoice, but the same procedure can be followed if you want to enter an item charge on an existing sales document.

1. In the Search box, enter Sales Invoices, and then choose the related link.
2. On the Home tab, in the New group, choose New.
3. Fill in the header with relevant information about the company that you want to charge this item charge to.
4. In the Lines FastTab, in the Type field, select Charge (Item).
5. In the No. field, select an item charge number.
6. In the Quantity field, enter the number of units of this item charge.
7. In the Unit Price field, enter the price of one unit of this item charge.
You are now ready to assign the item charge.
Assign an Item Charge to a Sales Document
1. In the Search box, enter Sales Invoices, and then choose the related link.
2. Open the sales invoice that you entered the item charge on.
3. Select the e line that you entered the item charge on.
4. On the Lines FastTab, choose Actions[image: Action Menu icon], choose Line, and then choose Item Charge Assignment. The Item Charge Assignment (Sales) window opens.
If you entered this window from an invoice with item lines on it, the assignment lines will already be filled in with the lines from the invoice.
You can use a function to get posted shipment lines that the item charge relates to.
5. On the Lines FastTab, choose Actions[image: Action Menu icon], choose Functions, and then choose Get Shipment Lines.

Note: If you are assigning the item charge from a separate invoice, you must fill in the window by using this function.

You are now ready to assign the item charge. The system can suggest an assignment for you, if you prefer, and you can then adapt the suggestion to your needs.

6. From the Item Charge Assignment (Sales) window, select the first assignment line that you want to assign this item charge to.

Note: If you do not want to assign part of an item charge to a line you can skip step 6 for that assignment line. 

7. In the Qty. to Assign field, enter the number of units of the item charge that you want to assign to this line. You can enter decimal numbers in this field, for example, if you entered the number 1 in the Quantity field on the order. You can also enter a formula.

Note that in the Item Charge Assignment (Sales) window, status fields show you how much you can assign, how much of this you already have assigned, and how much is left to assign in both quantities and amounts.

When you post the invoice, the assignment is done by creating a value entry for the item charge and linking it to an item ledger entry corresponding to the assignment line.
Suggest Item Charge Assignments
1. In the Search box, enter the type of sales document, and then choose the related link.
2. Open the sales document that you entered the item charge on.
3. Select the line with the item charge. On the Lines FastTab, choose Actions[image: Action Menu icon], choose Line, and then choose Item Charge Assignment. The Item Charge Assignment (Sales) window opens.
4. Fill the window with assignment lines.
If you entered the window from a document with item lines, these lines are automatically inserted into the assignment lines.
You can also add lines from other documents by using the Get Shipment Lines and Get Return Receipt Lines functions.
5. On the Actions tab, in the Functions group, choose Suggest Item Charge Assignment. A dialog box opens.
1. Equally. Assign the item charge equally to all assignment lines.
2. Amount. Assign the item charge depending on the contents of the Line Amounts field in each of the original lines. 
6. Select one of the options, and choose the OK button. The Qty. To Assign field fills in the assignment lines with suggested quantities.
7. Adapt the numbers in the Qty. To Assign fields to your needs.
8. When you have finished assigning the item charge, return to the main document by pressing the Esc key. The assignment is done by creating a value entry for the item charge and linking it to an item ledger entry corresponding to the assignment line.
Get Shipment Lines for Item Charges
1. Open the sales document from which you want to assign the item charge. Select the line with the item charge.
2. On the Lines FastTab, choose Actions[image: Action Menu icon], choose Line, and then choose Item Charge Assignment to open the Item Charge Assignment (Sales) window.
3. On the Actions tab, in the Functions group, choose Get Shipment Lines.
The Sales Shipment Lines window opens showing a list of all posted shipment lines.
4. From the list of posted shipments, select the line or lines that you want to assign the item charge to, and then choose the OK button.
5. In the Item Charge Assignment (Sales) window, choose the OK button to assign the item charges to the sales document.
Get Return Receipt Lines for Item Charges
1. Open the document from which you want to assign the item charge and select the line with the item charge that you want to assign.
2. On the Lines FastTab, choose Actions[image: Action Menu icon], choose Line, and then choose Item Charge Assignment to open the Item Charge Assignment (Sales) or the Item Charge Assignment (Purch) window.
3. In the Item Charge Assignment window, on the Actions tab, in the Functions group, choose Get Return Receipt Lines. The Return Receipt Lines window opens.
The Return Receipt Lines window contains a list of all posted return receipts.
4. From the list of posted return receipts, select the lines that you want to assign the item charge to.
You can search by several fields. You can also select multiple lines.
5. When you have selected the right lines, choose the OK button to return to the Item Charge Assignment window and assign the item charge from there.
View Posted Item Charges
1. In the Search box, enter Posted Sales Invoices if the item charges were posted from a sales document, and then choose the related link.
If the item charges were posted from a purchase document, open the Posted Purchase Invoices window.
2. Open the invoice you want.
3. On the Actions tab, in the General group, choose Navigate.
4. On the Document Entry FastTab, select G/L Entry. On the Actions tab, in the Page group, choose Show. The General Ledger Entries window opens.
In the General Ledger Entries window, you can see the amounts that were posted to the general ledger accounts when you posted the invoice.

For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. You can also search the HELP files by searching “Item Charges” or visit the Microsoft Dynamics NAV library http://msdn.microsoft.com/en-us/library/hh168381(v=nav.70).aspx
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