How to Import Adjustments
into the Client Portal

Client Data Import

{at Dashboard

You will receive an important message about submitting invoices/adjustments.

(O Important

Invoice(s) and / or invoice adjustment(s), once submitted, will

be reviewed and processed by Advance Partners during our
published business hours. Invoice purchases by Advance
Partners are subject to banking deadlines, hofidays, and

procedures

Once involce(s) and / or invoice adjustment(s) have bsen
submitted to, and purchased by, Advance Partners, seller
hereby sells, transfers and assigns to Purchaser all Seller's
rights, title, and interest in and to the submitted accounts
receivable, all goods the sale of which give rise thereto, and all
proceeds thereof (collectively, "Accounts”) and is made subject

to Seller's agreement with Advance Partners

Any invoices submitted are subject to review by Advance
Partners and upon acceptance is subject to the additional
terms and provisions of the agreement between the parties. All
required collateral documentation is required to be submitted to

Advance Partners the same week as the purchase occurs

o]

Please click Accept to accept the terms.
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Import CSV Data
Step 1: Select Import Type and Download Template

Select Import Type

Select the Import Type
Options are Invoices and Adjustments

Import CSV Data
Step 1. Select Import Type and Download Template

Select Import Typs

Select Impord Type
Invoices
Adjuestmants

When you click Adjustments you will see Download Template. Click this to get a
blank template for importing your adjustments.

Import CSV Data
Step 1: Select Import Type and Download Template

Select Import Type
Invoices

Pick where you want to save the template and enter the file name.

You can click Recent Download in the upper right corner of your browser to find the
Template.
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Recent download history

() Anyone using this device can see

downloaded files

adjustment_template.csv
54 B = Done

You can also navigate to where you saved the template on your PC or network.
Open the Template

Now you can add your adjustment information
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1 |location_fd_|adjusted_inmice_id new_amount explanation
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Location ID — This can be found under the Customer Name in the portal
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Customer - ABM Industries Incorporated
[Pt g oo

Adjusted Invoice ID — the invoice number you are adjusting
New Amount — the correct invoice amount
Explanation — any description you would like to add for the adjustment
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At this point you can make changes.

On the Review Import Data you can edit
+ will allow you to manually add a line

- will allow you to delete a line

This message will appear if you try to delete a line

Are you sure you want to remove this row?

Click OK to remove

Tip if you click in a field like Location ID you will see a drop down to pick the
Location

After any edits you can click Submit
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While processing you will see this message — Queued in blue
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Review Import Data View Import Batches

7 Open Support Case [ Download Batch Data
L Count: 1 New Amount: $22 6

LOCATION_ID ) | ADJUSTED_INVOICE_ID NEW_AMOUNT @ | EXPLANATION

797ABCorp 31702 22,601.51 Missed employee hours

When done you will see — Complete in green

Review Import Data View Import Batches [ Download Batch Data
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