***Credit Surcharge ***

Welcome to the WebITOMS online training tutorial. This tutorial will explain the steps on how to perform a Credit Surcharge.

From the homepage in WebITOMS, click on the “My Orders” link in the “My Options” frame.

Next, click the check box for any Order which you would like to perform a Credit Surcharge on.
Once you have picked an Order, hover your pointer over the “Orders” tab to display the dropdown menu and click on “Billing History”. This will pop-up the Billing History window.

Click on the “Credit Surcharge” Radio button.

In the Billing Information table, check the “box” for the Bill for Surcharge which you would like to be Credited.

Then, in the Amounts Information section, verify the Surcharge Amount Billed to Date: and the Surcharge Amount:. Then, enter any comments in the comments box here, and if you would like to transmit the surcharge, check the box next to “Transmit”. If all is correct, click on the “Create Credit Bill” button.

A pop-up window will appear with details of the Credit Surcharge. Press “OK” to create the records and send them TO NEAR.

Another pop-up will appear saying that 1 Billings has been created. Press “OK” to refresh the page.
The Page will refresh and the Billing Information table will now be updated to reflect the Credit Surcharge just performed.

This concludes the tutorial on how to perform a Credit Surcharge.

