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These instructions are for entering vendor invoices and credit memos not associated with a purchase order. For invoices or credit memos associated with a purchase order, please see the Process Purchases Orders document.

This document also assumes all the necessary posting group, sales tax, allocations, and inventory (if applicable) set up has been completed.
Entering Invoices
1. In the Search box, enter Purchase Invoice, and then choose the related link.
2. In the Purchase Invoice window, fill in the No. field.
3. In the Buy-from Vendor No. field, enter the number of the vendor.
4. In the Posting Date field, enter the date that you want to appear on the posted entries.
5. In the Document Date field, enter the date of the vendor’s original invoice. The invoice due date and the payment discount date are calculated from this date.
6. In the Vendor Invoice No. field, enter the invoice number from the original invoice that you have received from the vendor.
7. The remaining header lines are optional. Complete as necessary.
8. Enter the Lines
1. In the Type field, select the appropriate line type.
2. In the No. field, enter the appropriate number.
3. In the Global Dim 1 field enter the code if applicable. (If this is the first purchase order, you will need to choose this column. The actual field name will be the name of your actual company’s global dim 1.)
4. In the Global Dim 2 field enter the code if applicable. (If this is the first purchase order, you will need to choose this column. The actual field name will be the name of your actual company’s global dim 2.)
5. In the Quantity field, enter the quantity to be purchased.
6. In the Unit of Measure field, enter the appropriate code.
7. In the Direct Unit Cost Excl. Vat field, enter the appropriate amount. Amounts should be a per unit based on the quantity and unit of measure—cost per each item.
8. In the Tax Group Code, enter the appropriate code.
9. The Line Amount Excl. VAT will auto calculate the line total taking Quantity multiplied by Direct Unit Cost Excl. Vat. 
10. Repeat for remaining lines.
9. Review the Invoicing tab. Default information listed on this tab is pulled from the Vendor card. Some information can be overridden. 
10. Review the Shipping tab. Default information listed on this tab is pulled from the Vendor card. Some information can be overridden.
11. Run a Test Report if desired. On the Actions tab, Posting group, select Test Report. 
12. Post or Release the document 
1. Post. Document posts without printed documentation. (Found on both Home and Actions tabs). Receive and Invoice.
2. Post and Print. Document posts with transaction printout. (Found on both Home and Actions tabs). Receive and Invoice.
3. Release. This marks the document as released and available for batch processing. (Found on the Home tab only)
Entering Credit Memos
1. In the Search box, enter Purchase Credit Memos, and then choose the related link.
2. In the Purchase Credit Memos window, on the Home tab, in the New group, choose New.
3. On the Purchase Credit Memo Card, fill in the No. field. In the Buy-from Vendor No. field, enter the number of the vendor to whom you returned the items.
4. If you want to post the credit memo to a different vendor than the one specified on the General FastTab, enter the number of that vendor in the Vendor No. field on the Invoicing FastTab.
5. In the Posting Date field, enter the posting date.
6. If the purchase credit memo will be applied to an invoice that has already been posted, fill in the Applies-to Doc. Type field and the Applies-to Doc. No. field on the Application FastTab.
7. On the credit memo lines, enter information about the items that you have returned. You can either fill in the lines manually, or, if you want to copy information from other documents, you have two options for filling in the lines automatically:
· You can use the Copy Document batch job to copy an existing document to the credit memo. Use this function to copy the entire document. It can be either a posted document or a document that is not yet posted. This function only reverses costs exactly when exact cost reversing is set up as mandatory in the purchases and payables setup.
· [bookmark: _GoBack]You can use the Get Posted Document Lines to Reverse function to copy one or more posted document lines from one or more posted documents to the new credit memo document. This function’s purpose is to allow you to exactly reverse the costs from the posted document line. This function always exactly reverses the costs from the posted document line, regardless of whether exact cost reversing is set up as required in the purchases and payables setup. 
When you use either of these functions, and, in the case of the Copy Document batch job, when you have also set up exact cost reversing as mandatory in the purchases and payables setup, the original item ledger entries in the Appl.-to Item Entry field are linked to ensure that the costs are copied from the original posted document. 

If the line has item tracking, Microsoft Dynamics NAV cannot provide exact cost reversing, because the reservation is not available from the purchase credit memo document. You can use the purchase return order for exact cost reversing of an item-tracked line.
8. If the credit memo will be applied to a specific posted invoice, you can open that invoice in the Posted Purchase Invoices window.
9. Post as required. 

For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. You can also search the HELP files by searching “Purchase Invoice” or visit the Microsoft Dynamics NAV library at http://msdn.microsoft.com/en-us/library/hh168353(v=nav.71).aspx
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