
Managing Supplemental Invoices

You can add additional revenue charges to a shipment that has already been billed or invoiced.

If the existing invoice has not yet been paid for by the client, then you have the option to modify the
existing invoice or create a supplemental invoice.

To create the supplemental invoice:

1. Go into the Revenue tab and enter the revenue charge, as normally done.
2. You will be prompted to either append the new charge to an existing invoice, or to create a

supplemental invoice.

If you choose the option of appending to an existing invoice, no supplemental invoice will be created.

If you choose the option to create a supplemental invoice, you will see this:

If you wish to add other revenue items later, the system will prompt you with the same options of adding
to an existing invoice or creating a supplemental invoice. If you decide to append the new charge to an



existing invoice, the new revenue line will be added to the last invoice you created. You will now have the
original invoice, and the supplemental invoice will be adjusted with the additional charge.

If, instead, you decide to create a new supplemental invoice, the system will create a new invoice with a
new invoice number. (See below … A letter is added to each supplemental invoice in the order it was
created.)

Note that if you attempt to add revenue items to an invoice that is already paid, creating the supplemental
invoice will be your only option. You cannot amend an invoice that has already been paid.


