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Scenario

Procurement team creates a purchase order (PO) for the necessary items, which is sent to
the supplier. Once the supplier delivers the parts or services, the delivery is recorded in the
CMMS, and the supplier provides an invoice. The invoice is verified against the PO and
delivery details, and, once approved, it is processed for payment, completing the transaction.
In this syllabus, we will guide on how to edit supplier invoice in CMMS Web Core.

1. Add Reference

What it’s for

To record and track payments for goods or services provided by a supplier as part of the
maintenance process.

Add attachment to the Supplier Invoice

1.1 On the left of the system, click on Procurement > Supplier Invoice.
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Purchase Request
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1.1 Click
Figure 1.1

1.2  Choose the Supplier invoice that wants to be edit.

1.3  Click on Edit button to edit the supplier invoice information.
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Method Mo
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1.4

1.5

1.6

1.7

1.8

Click on the Reference subtab.

Click on Add button to add the reference.

(&) LaST QUERY

Invoice No: SIV100001
PO Number: PO100020
Supplier Code: SUPPLIER
Supplier Invoice No:  REF12345
Invoice Date: 07/10/2024
Status: NEW (NEW)
PaymentMethod: NV
Currency Code: M |Q
Tax Code: Q
Discount:
Desaription:

Detais (Bl To

No  File Name

Q
Q

Invoice Received Date:
Post Date:

Sub Total Amount:
Freight Amount:
Freight Tax Amount:
Tax Amount:

07/10/2024
00/00/0000

Q  Total Amount:

1.0000000000000,
0.00
0.00

Credit Note Amount:
Paid Amount:
Balance Amount:

=

50.00
00 (8
00 (+)

0.00 (+)

50.00
00 ()
00 ()

50.00

! 1.4 Click I

UDF  Pinvoice Line  Status Audit I Reference I

Audit User

Audit Date |

Figure 1.3

Choose the attachment that want to be add.

Click on Open button to save the attachment.
(& CMMS Attachment

—hastueck
1.6 Choose

¥ Define || ElView | ZNew || CGEdit | XDelete | #Print m % Post v

Look in: | + Downloads

v|a? “v

MName Date modified
(&)
[ T5] c251aeab-46F7-4439-8972-b468c1063d53 | 16/10/2024 5:00 PM
ETHC/0IaT Ubb T dcas U A DOITIOSIBoes . 16/10/2024 4:58 PM
=" 16/10/2024 4:53 PM
[8] Screenshot 2024-10-15 092249 15/10/2024 9:30 AM

File name:

Files of type:

c251aeab-46f7-4439-8972-0468c1063d53

Open

Image Files ("jpg;"jpeg:” png:".gf:"bmp)

Figure 1.4

Click on Save button to save the attachment.

) LaST QUERY £ Define View || (BNew || GEdit | XDelete || ¥4Print

Invoice No: SIV100001 Invoice Received Date:  07/10/2024 o

PO Number: PO100020 (Q PostDate: 00/00/0000

Supplier Code: SUPPLIER Q  sub Total Amount: 50.00

Supplier Invoice No:  REF12345 Freight Amount: 00 (+)

Invoice Date: 7/10/2024 w Freight Tax Amount: .00/ (+)

Status: NEW (NEW) | Tax Amount: 0.00 ()
PaymentMethod: NV Q Total Amount: 50.00

Currency Code: M Q 1.0000000000000] Credit Note Amount: .00 (9

Tax Code: Q 0.00 Paid Amount: 00 ()

Discount: 0.00  Balance Amount: 50.00

Description:
Details @ BilTo UDF invoiceLine  Status Audt  Reference

No  Fiie Name Audit User Audit Date |

F 1 I 251aeab-46f7-4435-8972-b468 1063053, jpeg admin 22/10/2024 14:34:48 I

Figure 1.5
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