Entering External Charges in FMax:

1). Click on “Finance” from the module menu:
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2). From the “Finance Module”, click on External Charges:
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3). Click on New icon at the right hand corner:
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4). Fill in the fields as defined below.
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Key the following information. Required fields are in red, however for our purpose additional fields are also
required. Please make sure the following fields are entered:
1. Inthe description field, enter the description of the invoice, journal voucher, etc.
2. Inthe subledger field, enter the appropriate type of cost (material, equipment). Note, no labor or
contracts costs should be entered as external charges.
3. Inthe total cost field, enter the amount that will be charged to a particular work order.
4.  Inthe work order field, enter the work order number if known or click on the zoom icon to select a
work order.
Select the appropriate phase.
Work code field will be populated if the work order number is zoomed in.
Shop name will be populated automatically once the work order is entered on the screen.
In the Part number field, enter vendor part number when applicable.
9.  UOM unit of measurement should be entered when applicable. No need on JVs or service invoices
10. Quantity should only be entered when it is applicable
11. Invoice number is arequired field. This is vendor invoice number.
12. Invoice date is a required field and should be the date of the invoice or JV.
13. Contractor use the vendor/contractor number for invoices; use 890-00-8300 for JVs.
14. In the_Requisition field enter the Banner document number, 10, JV, JG etc.
15. Inthe PO Code field enter the Purchase Order number when applicable. Please note, Purchase Order
invoices should be entered against a Purchase Order in Fmax. Use of this field should be in rare cases.
16. Inthe Payment Date field, enter today’s date.




5). Click the “save” icon located at the top right hand corner to save the transaction.
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