How to Process an Invoice in Banner using the form TFADETL

Login to Banner and click in the Go To... field.
Type TFADETL in the Go To... field and press the Enter key on your keyboard.

Click on the Exit icon (black x), to bring you back to the main form.
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Click on the Exit icon (black X). This will bring

you to the main screen of the TFADETL form.
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Enter the Client ID number in the ID field and press Ctrl + Page Down key.
Click on the Insert Record icon, to create a new sequence.

Enter the Detail Code in the Detail code field. The Address Type and Sequence will default in.

Balance:

Source: il Enter the Detail Code in the Detail code field.

I - - . -

Detail Code: E French Course Revenuclill:n A (TS |

Address Type: 51 (¥ Sequence: | 5[¥|  DocNum: |
Units: [ Trans Paid: |

7. Click in the Amount field.

8. Enter the Amount of the invoice (before taxes) in the Amount field.

9. Click in the Pay Num: field.

10. Type the PO# (if applicable) in the Pay Num: field.

11. Click in the Doc Num: field.

12. Type the Sales Reference # in the Doc Num: field.

13. Click in the Invoice Number field.
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14. Type Next and press the Enter key on your keyboard in order to generate an invoice number.

Entry: |12—MAR—2018 |

Type Next and press the Enter key

=n to generate the invoice number.

>
Iransactuion: |[23-JAN-2020 |2 Numw >r

Bill: NEXT]
Due: I Invoice
Statement: | Paid
Entry: |23—JAN—2020 |
15. Click on the Save icon (diskette).
16. Click on the Text icon, to enter invoice details.
Pay Num: 1248796 Effective:
Doc Num: JANZNZ20 Transaction:

TR Click on the Text icon to
Trans Num: | enter the invoice details.

Receipt: [7 ] Suarement:
Text: r Entry:

17. Enter the Text details. (Details to appear on invoice - Who, What, Where, When, Why)

18. Click on Return to return to the main screen.

Click on Return to return to
the main screen.

19. Y appears in the Text field. This means the details have been saved.
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Pay Num: 1248796 Effective:

Doc Num: I'lAN?O?ﬂ

Trans Paid: [ Y appears in the Text field. This indicates

Trans Num: | that the invoice details are now saved. _
Receipt: ' ] Swatement. | o
Text: v B | Entry: [23-1aN-2020

|23-JAN-2020
Transaction® |91-1Au-2ozo

To create a taxable invoice, continue with the steps below:

20. Click on the Insert Record icon.

mo_taxes_branching_Final.cptx xl

FERE 47 DEN Q2 BB D¢ 5@

Click on the Insert Record icon.
de Pay Num: [1248796

rype: |51 [¥] Sequence: | 5[¥]  DocNum: [anz020
Trans Paid: 35

21. Enter GST in the Detail code field.

Units: \
22. Click in the Units field.
23. Enter the Amount of the invoice in the Units field.

24. Click in the Rate field.
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Once you have created the invoice, you need to insert |f
two more sequences to enter the GST/QST amounts.

Balance:

Source: Type GST in the Detail code field.
Detail Code: |51 |[7] Pay Num:
Address Type: |  Sequence: [_E Doc Num:

Trans Paid:
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25. Type .05 in the Rate field and press the TAB key on your keyboard. This is the current rate of
the GST (5%).

26. Click in the Pay Num field of the detail code sequence.

="Ml Click in the Pay Num field of
—————————— the detail code sequence.

Effective:

Transacti
Bill:

Pay Num: 145¥asHighlight Box

Doc Num: FEB2020

Trans Paid: [

27. Copy (Press Ctrl + C key) the PO# (if applicable).

28. Click in the Pay Num field of the GST sequence.

Text: s R
Click in the Pay Num: field.

Pay Num: | Highlight Box Effes

Doc Num: ﬁ Tran

29. Paste (Press Ctrl + V key) the PO# (if applicable).

30. Click in the Doc Num field of the Detail Code sequence.

delp
W I e e —r——————— 5
Repeat the same steps for the Sales i
Reference number (if applicable). !
Pay NMum: |1 s785 ETTecuve: 24
Doc Num: FEB2020| Transaction: [23
Trans Paid: I Bill: li
Trans NMum: I 37 Due: l_
Receipt: I =] Statement: [_
Text: = Entry: [23

31. Copy (Press Ctrl + C key) the Sales Reference #.
32. Click in the Doc Num field of the GST sequence.
33. Paste (Press Ctrl + V key) the Sales Reference #.

34. Repeat the same steps for the Invoice Number.
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Feed/Cashier Cross Ref

|23-1aN-2020 [EF Invoice
Transaction: [23-JAN-2020 (&) Number
Bill: [ Efsso7as
Due: | Famn
e R
Entry: the Invoice Number.

35. Click on the Save icon (diskette), to save the GST sequence.

File Edit Options Block Item Record Query Tools Help

@B el %9 BEKE @&

Click on the Save icon (diskette).

e [raos s rrorrore e LSV ENUE Pay Num:

|
Address Type: [;[E] Sequence: I—5[E| Doc Num:

36. Click on the Insert Record icon to enter QST sequence.

File Edit Options Block Item Record Query Tools Help

R B (EeER % DEHE @&

Click on the Insert Record icon.
Detail Code Pay Num:

Address Type: [; EI Sequence: l—s [Z, Doc Num:
Units: | Trans Paid:
Rate: | Trans Num

37. Enter QST in the Detail code field.

Balance: _
Source: Enter QST in the Detail code field.

Detail Code: |51 |/~ Pay Num:
Address Type: | | *| Sequence: | |¥| Doc Num:
Units: | Trans Paid:

- [ - -

38. Click in the Units field.
39. Enter the Amount of the invoice in the Units field.

40. Click in the Rate field.
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41. Type .09975 in the Rate field and press the TAB key on your keyboard. This is the current rate
of the QST (9.975%).

LRSI Tyne 00975 (QST rate) in the Rate field
Address Type: | and press the TAB key on your keyboard.

Units: l 1UU.UUUUUY tiaus raw. |
Rate: Highlight B 75| Trans Num:

42. Click in the Pay Num field of the GST sequence.

@0 Diﬂdaﬁlﬂlw@l@@@'%l%'ﬁ
of the GST sequence.

Detail Code: [GS‘I‘ [ﬂ[GST Pay Num:  1:57s5Highlight Box Effe
Address Type: 51 (| Sequence: | 5[] Doc Num:  |FEB2020 Trai
Units: 100.000000 Trans Paid: Bill:

43. Copy (Press Ctrl + C key) the PO# (if applicable).
44. Click in the Pay Num field of the QST sequence.
45. Paste (Press Ctrl + V key) the PO# (if applicable).
46. Click in the Doc Num field of the GST sequence.
47. Copy (Press Ctrl + C key) the Sales Reference #.

48. Click in the Doc Num field of the QST sequence.

- -
(@YE RCEE $7 26RO 8 (e

Repeat the same steps for the Sales J
Reference number (if applicable).

Detail Code:  (GST [ ¥]GsT Pay Num: 1.5/ Emecuve: 2
Address Type: 51 (¥| Sequence: = 5Y|  DocNum: Fes2iq] ‘ Transaction: 2

49. Paste (Press Ctrl + V key) the Sales Reference #.
50. Repeat the same for the Invoice Number.

51. Click on the Save icon (diskette) to save the QST sequence.

@eamfﬁ«a@r@@[@@@(&@lgm@-[m—:};

Click on the Save icon (diskette). == Pay Num: [145765

Address Type: [s1 7] Sequence: ' s[*]  DocNum: [FEB2020
_ . _ | SN
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52. Click on Rollback to review the invoice.

BYEREERE 7 DER QS RM@

To review the details of your invoice,

Click on the Rollback icon. Pay Num:  [14578:
— — Doc Num:  |FEB20:
Units: | 100.000000 Trans Paid: |

53. Press Ctrl + Page Down key on your keyboard.
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