Add an Adjustment Invoice
Welcome to the WebITOMS online training tutorial. This tutorial will explain the steps on how to add an Adjustment Invoice.
First, click My Orders under “My Options” on the left hand side of the page.
Then, select the checkbox next to the Order ID of the order you would like to create the Adjustment Invoice for.
Run your mouse over the “Orders” tab at the TOP of the page, and click “Invoices” from the list of options.
Select “Add Adjustment” under the Invoice Summary Box.
Next, enter the Service Month/Year under Itemized Amounts, as well as the Labor Amount, COM Amount, and Travel Amount which will end up totaling the adjustment amount.
Next, enter comments in the “Comments” text box and click the Submit button.
You will receive a message at the top of the page stating that your invoice has been accepted.

Click the (X) button at the top to close the Adjustment Invoice screen.
This concludes the tutorial on how to add an Adjustment Invoice.

