
 

Contact ctl-auxiliaryaccounting@fsu.edu for any questions.   

Crediting & Rebilling 
Use this guide on how to correct a bill that was already invoiced.  

1. Select the Auxiliary AR/Billing tile: 

 
2. Navigate to Adjust Invoice – Credit/Rebill and search for the invoice under an AUX01 business 

unit: 

 



 

Contact ctl-auxiliaryaccounting@fsu.edu for any questions.   

3. Select whether to credit the entire bill or credit and rebill. 
- Credit Entire Bill – the invoice is not needed anymore. 
- Credit & Rebill – the invoice needs to be corrected with a new invoice. 

 
 

 
4. Select the adjustment reason: 

 

 

ACCTCOOR - Accounting Corrections/Adjustments

BILL ERROR - Error on Bill

CHG ADJ - Charge Description Detail Needed/Adjusted

OVBLD - Overbilled

PO ADJ - Purchase Order Needed/Adjusted

SETTLEMENT - Settlement of invoice previously paid in advance

TAX ADJ - Tax Adjustment

UNBLD - Underbilled



 

Contact ctl-auxiliaryaccounting@fsu.edu for any questions.   

 

 

 

 

 

 

 

 

 

 

 

5. Save. 

DO NOT ADJUST THE CREDIT. IT WILL BE INVOICED AUTOMATICALLY. 

6. Navigate to the Rebill Bill if applicable through Header Info 1 and update accordingly.   

 
 


