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Entering Purchases for Courier Invoices
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Typically, a carrier/courier invoice is a request for payment for the shipping costs of one or
more shipments. The Build Courier Invoice process helps you create a single purchase which
you can use to reconcile a courier's statement.

1. Navigate to Menu > Accounts Payable > Purchases, then click New.

2. Specify the desired courier in the Vendor field.

3. Click Actions > Build Courier Invoice.
The courier you specified for the purchase is auto-populated in the Quick Search bar.
aACE returns a list of shipments which have been shipped, but have not been
purchased. If you need to find shipment records for another carrier, use the Quick
Search (http://aace5 knowledgeowl.com/help/using-the-quick-search-bar) bar to locate those records.

Build Courier Invoice ]

Shipment Delivery Date  Title ‘Company Courier erms Courier Tracking # Shipping Cost Tracking Status Status Pur'd
FedEx SHIPPED o B

Select Shipments

Shipment Delivery Date Title Company Courier Service Terms. Courier Tracking # Shipping Cost Tracking Status Status

50065 09/26/2019  Technology Aperture FedEx Ground 976538335776055 475.00 SHIPPED -
Selected Shi|

Shipment Delivery Date Title Company Courier Service Terms Courier Tracking # Shipping Cost Tracking Status Status

50012 06/11/2019  Regina County Area Regina County Area FedEx Ground 836676155752649 300.00 SHIPPED .
50048 07/24/2019  Brightside Charter Brightside Charter ~ FedEx Ground 156794566163489 19.99 SHIPPED

50049 07/24/2019  Centerville High School Centerville High FedEx Express Saver 555955945165165 25.99 SHIPPED

50050 07/24/2019  Cognitio Cognitio FedEx 1 Day Freight 462818179142796 23.99 SHIPPED

Total Cost 369.97

s (IR

4. Click the shipment records in the Select Shipments list that correspond to the
shipments on the courier's statement. This moves them down to the Selected
Shipments section.

5. Click Pay.
aACE populates the purchase with a line for each shipment record you selected.

Reconciling the Courier Statement

Creating the purchase this way makes it is easy to reconcile your shipments against the
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courier statement. If the total of the purchase matches the total of the courier statement,

you can save and open the purchase.

If the totals do not match, review the individual shipments in the Purchase Items section to

locate the discrepancy. Update the Unit Cost for any incorrect purchase items so that the

costs match the courier statement:

Purchases

Purchase: 50026 FedEx

12/04/19 PENDING ()
Purchase Details Notices Emails & Docs @
Vendor =] # y [
Vendor > Contact >
FedEx

Recur Transaction > Vender Inv # Inv Date

Info

Q1241014 @ 12/04/19

Pur Order > Payment Terms Payment Due Pmt Expected
Net 30 01/03/20 01/03/20 ©

Purchase Items  Go to Related Shipments

B uine Item Code GLAcct  Description
1 > SHIP 2. 6050 Shipment #50024: Southglen
2 > SHIP @ 6050 Shipment #50026: aACME +
3 > SHIP <. 6050 Shipment #50032: Kokomo b g
Q
o # Dept Al Q. Assigned To Denise James Q| Tracking Status

Once the totals match, you can save and open the purchase.

Updates to Shipment Records

Purchase Order

Job

Dept

.| AI-Shipping
@ AI-Shipping
.| AI-Shipping

Unit Cost
12.99

17.99
29.99

Subtotal
Freight

Shipping Exp

Tax 0%
Total

Use Tax

Total

+Freight %

12.99 0.00 %
17.99 0.00 %
29.99 0.00 %
60.97 0.00
0.00
0.00
0.00

60.97
0.00

N - ]

When you open the purchase generated by this process, aACE updates the related shipment

records:

e The Purchased flag is marked. This ensures the shipment will be excluded from

subsequent courier invoice purchases:

Powered by aACE | 2



aACE Software

& Record: 1of1

Shipping Log

a

Newsh Edit# Delete3 Print/s Actions R

Shipment: 50012 Regina County Area School District 6/11/2019 SHIPPED
OQutgoing Shi Notices Emails B Docs @
Shipped To Residential | | [=7] # Shi Info QZZEQ Description
Company > Contact > Courier Service Courier Account # in.
Regina County Area School Lauren Padilla FedEx Ground 32145687 300.00
Shipping Terms FOB Value Package Type L w H Weight
0.00 0 x 0 0 5
Order > Purchase Order > Invoice > Courier Tracking # Delivery Date Package IDs
50005 50006 836676155752649 06/11/19
Packing List
Line Item Code Description Order Purchase Order Quantity Weight Bin Ref #(s)
1 > Thit-1 Student tablet, 7" screen A > 50005 20 5 C-Al #s -

o # Dept Al-Shipping

Assigned By Mara Harvey

Assigned To Kristie Hernandez

Tracking Status

e The cost is updated if you changed the shipment's Unit Cost on the purchase (e.g. to
reconcile a discrepancy).

Note: If an updated cost exceeds the original estimated cost by a certain amount, aACE

can send a purchasing oversight notification (see below).

Batch Updates to Shipment Records

You can also manually update multiple shipment records at one time using the Shipping

Log's Actions menu.

For example, suppose that you imported a list of completed shipments that had been

shipped and purchased before your aACE system was implemented. You could locate these

records using the Shipping Log, then mark them all as purchased: Actions > Update

Purchased Flag for List.

Shipping Log a
a
> Record: 10f 6 New Actions. ]
Send Notice Re: List
Shipments vsre e —
Mark Shipments in List as Void
£ Shipment Title Rec Type m  Company ©. Courier Service  Tracking # Cost Date
E b [l i Delete Shipments in List
> 50003 Southglen High School ~ # OUT KH Southglen High 0.00 11/06/19
> 50008 Montboro School District ¢ OUT KH Montboro School 0.00 11/18/19 LR R
3 > 5 ; Update Tracking Status for List
> 50009 AACME Education out KH ‘aACME Education First-Class Mail 0.00 11/18/19 Update Pus Fag for List
> 50010 AACME Education * out KH aACME Education First-Class Mail 0.00 11/18/19
B B ~ Transmit Shipments in List
> 50011 aACME Education # our KH aACME Education First-Class Mail 0.00 11/18/19 o S -
> 50029 Southglen High School ~ # OUT KH Southglen High ~ FedEx Ground 0.00 12/03/13  Ready to Pick PENDING o~ -
List Totals 0.00
Show All Find My Pending Shipments Find Pending Shipments Related Records »
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Configuring Shipping Cost Oversight Notifications

As noted above, when a shipment's Unit Cost on a purchase is updated and the purchase is
opened, aACE can send a notification if there's a discrepancy. For example, if the initial
shipping cost estimate was a standard $49.99, additional factors may combine to make the
actual cost $249.99. For a change of this size, you may want a qualified team member to
review the courier invoice in case there was a mistake or additional customer billing is
required.

To enable this feature, your system administrator must configure the Oversight Notification
(http://aace5 knowledgeowl.com/help/notification-automation-preferences) fOIr Shlpplng costs. This preference reads, "If

the statement shipping cost exceeds its estimated cost by __ % for values over __".Enter a
value for the increase percentage and a value for the shipping cost threshold.

These two values help ensure that notifications are only generated when the changes are
large enough to merit a supervisor's attention. For example, suppose that most shipments
cost about $25.00. Sending out a notification each time the cost went up 10% to $27.50 may
be counterproductive. However, on larger orders that cost $1000.00, a 10% increase of
$100.00 would be significant. For this scenario, the system administrator would enter the
following criteria: "If the statement shipping cost exceeds its estimated cost by 10% for
values over 1000.00."

Powered by aACE | 4


http://aace5.knowledgeowl.com/help/notification-automation-preferences
http://aace5.knowledgeowl.com/help/notification-automation-preferences

