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Adjusting a Bill and Bill Line Overview

The process of adjusting a Bill and Bill Line enables users to adjust Bills efficiently and accurately.
Once it is confirmed that a Bill needs to be adjusted, the user can proceed with entering the
necessary details to ensure that the request is properly documented and processed.

The process in this Job Aid is applicable to Standard Bills, Installment Bills, Recurring Bills, and
Consolidated Bills.

Adjustment Actions for a Bill can be created by crediting the entire Bill or crediting and rebilling the
customer.

Adjustment Actions for Bill Lines can be populated with “Create Net Adjustment Only”, “Create
Reversal and Rebill”, or “Credit Line”.

The Adjustment Action is then set to add the Lines to an existing Bill or to automatically generate a
new Bill.

Navigation Note: Please note that there may be a Notify button at the bottom of various pages
utilized while completing the process within this Job Aid. This “Notify” functionality is not currently
turned on to send email notifications to specific users within Cardinal.
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Revision History
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Adjusting a Bill

For this scenario, a customer was billed an incorrect amount. Follow the steps below to credit and rebill

the customer.

Step | Action

1. Navigate to the Product Definition page using the following path:
Main Menu > Billing > Maintain Bills > Adjust Entire Bill

The Adjust Entire Bill Find an Existing Value Search page displays.

Favorites v Main Menu » > Biling > MaintainBills+ > Adjust Entire Bil

Adjust Entire Bill

Find an Existing Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

@Recent Searches | Choose from recent searches v # [] Saved Searches | Choose from saved searches

*Business Unit 50100 Q
Invoice

Customer Q
Contract

A Show fewer options

[ Case Sensitive

Search Clear

Website in Job Aids under Learning.

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search Pages. This Job Aid is located on the Cardinal

The Business Unit defaults to the Agency Business Unit.

2. Enter the Customer Number in the Customer field.
Customer | begins with w 2
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Step | Action

If the Customer Number is not known, use the available Customer Search criteria to locate
the Customer Number.

*Business Unit[= v] 50100 Q.
Invoice | baging with +

Customerf heging with | Q,

ContractienmtEm
contains tions

ab -}
nof =
Clear [.] Save Search
-
<=
between
in
3. Click the Search button.
Search Clear [.] Save Search

The Search Results section displays the Customer Invoices at the bottom of the page.

[:]Search Results
15 results - Business Unit "50100" Customer "0000000004"
View All | First (4 1-10 of15 () Last

Eﬁﬁjm“ Invoice I]{;:.;:;ice Fdileln-[c!iptrﬁpeer Bill Source Customer Contract

50100 GENED05846 Regular OTH GEMNER 0000000004 (blank) >
50100 GENEDO5073 Regular OTH GEMNER 0000000004 (blank) >
50100 GENED04916 Regular OTH GEMNER 0000000004 (blank) >
50100 GENED04348 Regular OTH GEMNER 0000000004 (blank) >
50100 GENED04303 Regular OTH GEMNER 0000000004 (blank) >
50100 GENEO04197 Regular OTH GEMNER 0000000004 (blank) >
50100 GENED04129 Regular OTH GEMNER 0000000004 (blank) >
50100 GENED04071 Regular OTH GEMNER 0000000004 (blank) >
50100 GENEOD03882 Regular OTH GEMNER 0000000004 (blank) >
50100 GENED01940 Regular OTH GEMNER 0000000004 (blank) >
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Step | Action

4. Click the Invoice link for the Invoice to be adjusted.
I501GC— SEMEQIIETS Regular OTH GEMER 0000000004 {olank) > I
50100 GEMEOIC02 Regular OTH GEMER 0000000004 (Blznk) >

The Adjust Entire Bill page displays.

Favorites | Main Menu + > Biling~ > Maintain Bills» > Adjust Entire Bill

Adjust Entire Bill

Unit 50100 Bill To 0000000004 BOWMAN CONSULTING
Invoice GENEOOOGT4 Invoice Amt 148.00 usD
Select Bill Adjustment Action Adjustment Results
® No Bill Action *Credit Bill |NEXT
O Credit Entire Bil Rebill Bill INEXT Header Info 1
O Credit & Rebill
Rebill Default Action Q

Adjustment Reason
Retain Original Invoice Value

Use Current Customer Value

[§]save ||[G" Returnto Search ||+ Previous in List | Nextin List ||=] Notify ||2¥ Refresh

5. Click the applicable radio button option in the Select Bill Adjustment Action section.

Select Bill Adjustment Action
O No Bill Action
) Credit Entire Bill
Credit& Rebill

Selecting the Credit & Rebill radio button option in the Select Rebill Default Action section
impacts the Rebill that is created and opens the Rebill Default Action section for edit.

Rebill Default Action
® Retain Original Invoice Value
(O use Current Customer Value

Selecting the Retain Original Invoice Value radio option will retain the customer information
from the original Bill and may not correspond to the current customer setup.

Selecting the Use Current Customer Value radio button option will use the current
customer information on the Rebill.
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Step | Action
6. Click the Adjustment Reason Look up icon.
Adjustment Reason

The Look Up Adjustment Reason page displays in a pop-up window.

Look Up Adjustment Reason

Help
SetlD STATE
Reason Code| begins with + [ ]

Description| begins with ~

Look Up Clear Cancel | Basic Lookup

Search Results
View 100 First 4 1-4of4 b Last

Reason Code Description

1 RETURN Returned for credit
WRONG_AMT Wrong Amount Billed
WRONG_CUST Wrong Customer Billed
WRONG_ITEM Wrong Item Billed

7. Click the applicable Reason Code link from the Search Results. For this scenario, “WRONG
_AMT” (Wrong Amount Billed) has been selected.

Reason Code Description

RETURN Returned for credit
Wrong Amount Billed

WRONG_CUST Wrong Customer Billed

WRONG_ITEM Wrong ltem Billed

8. Click the Save button.

IIi‘]Save IEﬁ Return to Search || 1] Previous in List O] MextinlList ||[Z] Motify ||£% Refresh

The Adjustment Results section updates with the Credit Bill ID and the Rebill Bill ID.

Adjustment Results

*Credit Bill [SENE007055 Header Info 1
Rebill Bill |GENE0)7056 Header Infa 1
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Step | Action

The Credit Bill is created to reverse the original Invoice and will not require any updates.

Adjustment Results

*Credit Bill | GENE007055 Header Info 1
Rebill Bill GENEDO7056 Header Info 1

0 The Credit Invoice is created in “RDY” bill status. If attempts are made to change the Credit
Invoice, the user will receive an error message.
LABAT _DENSLIAE IF=Y o imsi =} Shara. hdatch. Lunchib L

Message

Cannot modify this bill line. Lines on Credit bills (reversal of bill charges) cannot be modified. (12500,125)

Credit only bills and/or bill ines are meant to exactly reverse already invoiced bills in order to generate the appropriate accounting entries, and
therefore must not be changed

R

9. Click the Header Info 1 link next to the Rebill Bill field.

Adjustment Results

*Credit Bill /GENE007055 Header Info 1
Rebill Bill | SENE0DV056 Header Info 1

The Header - Info 1 tab displays.

Favorites = | Main Menu + » Biling~ > MaintainBills~ > Adjust Entire Bill » Standard Billing
| New Window | Help |

Header - Info1 | Line-Info1 |

Unit 50100 Invoice GENED07056 Pretax Amt 14800 USD o
Status [NEW Q Invoice Date 1] Cycle ID |DAILY Q
*Type |OTH Q Source GENER Q *Frequency[Once | &
*Customer 0000000004 Q ~View Activity SubCust1 SubCust2
BOWMAN CONSULTING
“Invoice Form [STANDARD Q From Date &1 To Date )
Accounting Date 5 Pay Terms|NET30 Q Pay Method [ Check v &
Remit To |REMIT Q Bank Account VDOT Q
Sales [BUSINESS Q Bill Inquiry Phone | 804-371-2980 Q
Credit| CREDIT Q Collector COL3 Q
Billing Specialist Q Billing Authority Q

Goto: Header Info 2 Address Copy Address

Notes Express Entry Attachments Page Series

Summary Bill Search Line Search Navigation | Header - Info 1 v| | Prev Next

[Flsave |[E" Returnto Search | [=] Notify | Refresh | 5 Add |[ 5 Update/Display

Header - Info 1| Line - Info 1
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Step | Action
10. Update the Header — Info 1 tab information as needed.
11. Click either the Line — Info 1 tab at the top of the page or the Line — Info 1 link at the bottom

of the page.

Header - Info 1 l Line - Info 1 I

Header - Info 1) Line - Info 1

The Line — Info 1 tab redisplays.

Favorites « ‘ Main Menu + > Billing~ > Maintain Bills + > AdjustEntire Bill > Standard Billing
Header - Info 1 Line - Info 1
Unit 50100 Bill To 0000000004 Pretax Amt 148.00 USD &
Invoice GENEQO7056 BOWMAN CONSULTING Max Rows 100] [=
Bill Line Find | View Al First (4' 10f1 (> Last
=
Seq 1 Line Net Extended 14800
Table|ID Q Identifier VDOTFINGERPRINTAR Q Description | Generic-VDOT Fingerprinting AR
Quantity 1.0000 From Date E]
Unit of Measure |[EA Q. To Date [}
Unit Price 148.0000 Line Type REV Q Accumulate
Gross Extended 148.00 Tax Code @, [ Tax Exempt
Exempt Cert Q
Less Discount 0.00
Plus Surcharge 0.00
Net Extended 148.00
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 148.00
Gota Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Entry Page Series
Summary Bill Search Line Search Navigation Line - Info 1 v] Prev Next
[l Save ||[2h Retunto Search ||[<] Notify || &% Refresh L Add ¥] Update/Display
Header - Info 1 | Line - Info 1

12.

Update the Bill Line section as needed.

13.

Click the Header — Info 1 tab.

Header - Info 1 Line - Info 1
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Step

Action

The Header - Info 1 tab redisplays with the updated information.

Fanvarilas = Main Méenu = > Billing~ » Mainlain Bills = >  Adjus! Enlire Bil » Handsid Biling
| Mew Windaw | Heip |
Header - Info 1 Ling - Infa 1
Unit 50100 Invoice GENEDOTOSE Protax Ami L1400 usD D B
Status NEW Q Invaice Date i Cyeds ID DALY Q,
“Type OTH Q Source | GENER a Frequancy[Ones v B D
*Customar 0000000004 a, = View Acivity SubCusti SubCustZ
BOWMAN CONSULTING
“Invoica Form STANDARD =1 From Date ] To Dt (7]
Accounting Dt G Pay Terms [HET30 [+ Pay Method | Check ~ &
Remit To REMIT Q, Eiank Accaunt | VDOT Q,
Sales BUSIHESS o, Bill Inquiry Phane 804-371-2520 a,
Cradit CREDIT =} Callectar COLY a,
Biing Speclatist o, Billing Autharicy (s}
Golo: Header knlo 2 Fuddrass Copy Address
Mates Expreas Enlry Aschiments Page Series
Eummary Bill Search Line Search Navigation [Hoades - Infs 1 ~] Prev  Neot
Save |G Retumio Search | =] Netfy | |8 Refresh o Add
Headeor - Info 1| Line - Info 1

14. Click the Status Look up icon and select “RDY” (Ready to Invoice).
Status{ RDY al
15. Click the Save button.

Ii] Save I [ZF Return to Search =1 Notify ||&% Refresh

Once the Invoice is in a “RDY” (Ready to Invoice) status, it will be processed by the next
scheduled Batch process. During the Batch process, the Bill status changes from “RDY”
(Ready to Invoice) to “INV” (Invoiced) and no further changes can be made to the billing

data.

For more information pertaining to creating Bills, refer to the Job Aid titled AR323_Creating
a Standard Bill. This Job Aid is located on the Cardinal Website in Job Aids under

Learning.
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Adjusting Bill Lines

When correcting selected Bill Lines, the Line Adjustment parameters can be populated using the
following options:

e “Create Net Adjustment Only” - Creates a new Credit Invoice for the amount of Line(s) selected
e “Create Reversal and Rebill” - Creates a new $0 Invoice with a Debit and Credit Line for the
amount of the Lines selected

e “Credit Line” - Creates a new Credit Invoice for amount of Line(s) selected

For this scenario, a Credit Line will be created to adjust a Bill Line.

Step | Action

1. Navigate to the Product Definition page using the following path:
Main Menu > Billing > Maintain Bills > Adjust Selected Bill Lines

The Adjust Selected Bill Lines Find an Existing Value Search page displays.

Favorites « | Main Menu - > Billing~ > Maintain Bills~ > Adjust Selected Bill Lines

Adjust Selected Bill Lines

Find an Existing Value
Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values

@RBCEHI Searches [ Choose from recent searches v|# [] Saved Searches | Choose from saved searches V&

*Business Unit 50100

Invoice | begins with v
Customer [ begins with Q
Contract | begins with ~

. Show fewer options

[C) case Sensitive

Search Clear

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search pages. This Job Aid is located on the Cardinal
Website in Job Aids under Learning.

The Business Unit defaults to the Agency Business Unit.

2. Click the Customer Look up icon and select the customer.
Customer |
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Step | Action

3. Click the Search button.

Search Clear

[.] Save Search

o

If a list of Invoices appears, select the applicable Invoice to be adjusted.

The Adjust Selected Bill Lines page displays the Select Bill Lines.

Favorites = ‘ Main Menu +

Adjust Selected Bill Lines
Unit 50100
Invoice PRDM031239

Line Adjustment Parameters
® No Bill Action

[ Add to Existing Bill

@] Adjust Selected Lines

> Biling~ > Maintain Bills ¥ > Adjust Selected Bill Lines

HAYNES, SARAH ELIZABETH
uso

Bill To 0000173932
Invoice Amt 8 514.00

Line Adjustment Results

=Adjustment NEXT

Total Lines Adjusted

Line Opll

Q

Adjustment Reason Default

Select Bill Lines

Set Filter Options

1 To 2 of 2 Sort L

Personalize | Find | View Al | CU | [E

Line Details References Dates Line Amounts ﬁ)
Select Line Seq Identifier Description ExIEr:no-;; Met Extended Adjustment Reason
] 1 1 PROPDMGAR-SALEM Property Damage A/R - Salem 7.740.00 7,740.00 Q
(] 2 2 PROPDMGAR-SALEM Property Damags A/R - Salem 774.00 77400 Q
= Select All ] Clear All
[ Save ||[@" Returnto Search ||[=] Notify | % Refresh

New Wil

B EIEem=

First (4) 1-20f2 () Last

Select the Adjust Selected Lines radio button in the Line Adjustment Parameters section.

Line Adjustment Parameters

O No Bill Action
djust Selected Lines

0 Add to Existing Bill

Rev 11/18/2025

Page 11 of 15



y Cardinal Accounts Receivable Job Aid
y 4

AR323 Adjusting a Bill and Bill Line (VDOT Only)

Step

Action

.y

Selecting the Adjust Selected Lines radio button allows users to adjust any combination of
Lines on the Bill being presented.

Selecting the Add to Existing Bill checkbox option will add Credit or Debit Lines to the
existing Bill in a “NEW” status for the Bill to Customer from original Bill.

Selecting the Add to Existing Bill checkbox option allows the new Lines to be added to an
existing Bill. If this option is not selected, the system will generate a new Bill for these
Adjustment Lines. If this is selected, the Add to Bill field is visible to add an existing Invoice
that is not yet in an “INV” status.

Line Adjustment Parameters Line Adjustment Results

O No Bill Action
® Adjust Selected Lines

Add to Existing Bill Total Lines Adjusted
Line Opt‘ Create Net Adjustment Only ~ Add To Bill Q
Adjustment Reason Default Q

Set Filter Options

Click the Line Opt dropdown button and select the applicable option.
Line Dptlcreditl_me—vl

Adjustment Reason Default
Create Net Adjustment Only

Create Reversal and Rebill

ines

The “Create Net Adjustment Only” option creates one Adjustment Line.

The “Create Reversal and Rebill” option creates two new Lines; one that credits the original
Line selected, and one that reflects the Adjustment Line.

The “Credit Line” option creates one Line with a reversal of the amounts from the original
Line selected.

Click the Adjustment Reason Default Look up icon.

Line Opt| Credit Line v

Adjustment Reason Default I C{I
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Step | Action

The Look Up Adjustment Reason Default page displays in a pop-up window.

Look Up Adjustment Reason Default

Help E
SetlD STATE
Reason Code| begins with v | ]
Descriptinn
E |
Look Up Clear Cancel | Basic Lookup

4 Search Results
View 100 First (4 14of4 (b Last

Reason Code Description

RETURN Returned for credit
WRONG_AMT Wrong Amount Billed
WRONG_CUST Wrong Customer Billed
WRONG _ITEM Wrong ltem Billed

7. Click the applicable Reason Code link from the search results.

Reason Code Description

[RETURN ___ |Retumed for credit
WRONG_AMT ong Amount Billed
WRONG_CUSTWrong Customer Billed
WRONG_ITEM ong Item Billed

8. Click the Select checkbox option by the applicable Bill to be adjusted in the Select Bill
Lines section.
Select Bill Lines Personalize | Find | View Al | @] B First (4 1-20f2 (» Last
Line Details I| Referencas || Dates ” Line Amounts “Erj
Select Line Seq Identifier Description Exigv:gesa Net Extended Adjustment Reason
1 1 PROPDMGAR-SALEM Property Damage A/R - Salem 7,740.00 7.740.00 |RETURN Q.
(] 2 2 PROPDMGAR-SALEM Property Damage A/R - Salem 774.00 T74.00 Q
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Action

previously entered.

The Adjustment Reason field auto-populates based upon the Line Adjustment parameters

Select Bill Lines Personalize | Find | View All | (1] E First (4 1-20f2 (» Last
0 Line Details References Dates Line Amounts IE’J
Select Line Seq Identifier Description Em?gg:; Net Extended Adjustment Reason
1 1 PROPDMGAR-SALEM Property Damage AR - Salem 7,740.00 7.740.00 @
O 2 2 PROPOMGAR-SALEM Property Damage AR - Salem 77400 77400 Q

Click the Save button.

I.f._] Save I [GF Return to Search

=1 Notify

% Refresh

The Adjusted Bill Lines page redisplays and a new adjusted Bill is generated.

Favorites » ‘ Main Menu v

Adjust Selected Bill Lines
Unit 50100
Invoice PRDM031239

Line Adjustment Parameters

> Biling~v > MaintainBills» > Adjust Selected Bill Lines

@no Bill Action

(@) Adjust Selected Lines
J Add to Existing Bill

New Window | Help | Pe

Bill To 0000173932
Invoice Amt 8 514.00

HAYNES, SARAH ELIZABETH
usb

Line Adjustment Results

*Adjustment PRDM031546 Header Info 1

Total Lines Adjusted 1 Bill Line Info 1

Line Optl Credit Line

Adjustment Reason Default RETURN

Select Bill Lines

Line Details References i Dates Line Amounts
Select Line Seq Identifier
1 1 PROPDMGAR-SALEM
O 2 2 PROPDMGAR-SALEM
¥ SelectAl - Clearal
'_l_'ﬂ Save |[[G" Retumn to Search |[=] Notify |[22 Refresh

% Set Filter Options
1 To 2 Of 2 sortlL QR = & B E
Personalize | Find | View All | &1 | [E First (4 1-20f2 » Last
| [=»
Description EX'S:;’:; Net Extended Adjustment Reason
Property Damage A/R - Salem 7,740.00 7.740.00 | RETURN Q
Property Damage A/R - Salem 774.00 774.00 [ 1Q

10.

Make note of the Adjustment Invoice Number in the Line Adjustment Results section.

Line Adjustment Results

*Adjustment [PRDM031546

|Header Info 1

Total Lines Adjusted

1 Bill Line Info 1
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Step | Action

11. Click the Header — Info 1 link.

Line Adjustment Results

“Adjustment PRDM031546 Header Info 1
Total Lines Adjusted 1 Bill Line Info 1

The Header - Info 1 tab redisplays.

Favorites + | Main Menu + > Biling~ > MaintainBills~ > Adjust Selected Bill Lines » Standard Billing
| New Window | Help | Personalize Pag
Header - Info1 | Line -Info 1
Unit 50100 Invoice PRDMO031546 Pretax Amt -7,740.00 USD = m
Status [NEW (e} Invoice Date 5] Cycle ID DAILY (e}
*Type [OTH Q Source| PROPDMG Q *Frequency [Once v L=
*Customer 0000173932 Q ~View Activity SubCust1 SubCust2
HAYNES, SARAH ELIZABETH
*Invoice Form |STANDARD Q From Date | 04/20/2025 [ To Date |04/20/2025 |[i]
Accounting Date E] Pay Terms |NET30 Q Pay Method [ Check v| &
Remit To [REMIT Q Bank Account|VDOT Q
Sales |INDIV Q Bill Inquiry Phone |540-375-3562 Q
Credit|CREDIT Q Collector|COL14 a
Billing Specialist |[BIL2 (¢} Billing Authority Q
Billing Specialist - Salem
Go to Header Info 2 Address Copy Address
Notes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation [ Header - Info 1 v Prav  Next
[F]Save ||[Gh Returnto Search ||[=] Notify || Refresh &% Add ||# Update/Display
Header - Info 1| Line - Info 1

12. Review the Adjustment amount In the Pretax Amt field

Header - Info 1 Line - Info 1

1=
Unit 50100 Invoice PROMO031546 Pretax Amt -7,740.00 UsSD §—

13. Click the Status Look up icon and select “RDY” (Ready to Invoice).

Status|RDY R

14. Click the Save button.

[5] Save ||[ZF Return to Search =1 Notify ||&* Refresh

no further changes can be made to the billing data.

Once the Invoice is in a “RDY” status, it will be processed by the next scheduled Batch run.
0 During batch, the Bill status changes from “RDY” (Ready to Invoice) to “INV” (Invoiced) and
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