Credit Note

A credit note or credit memorandum (memo) is a
commercial document issued by a seller to a buyer.
User can create and manage credit notes using this
transaction.

When customers are sending back goods, they will
issue a Vendor Return Note. Once the goods have been
picked up by the company, they will issue a Debit
Note. This reference is needed to track the Credit
Note issued by the company and match them with the
reference used by the customers (Customer Reference
Number) *

Below actions are available under “Credit Note”:

=2 Create new credit note; update, delete, view and
search for credit note details

=) Adding customer reference number* in credit note

32 View and search for credit note details

T2 Credit Note *
B Customer < Select All > ] SalesRep: [< Select All > o  Search )
Yesr  [Year2016 v From! ! i v| Branch [« Select Al > v (_[H CresteNew )
Date 4 | Document# | Reference® | Customer £ ] CustomerName  Locstion | SalesRep Currency | Grond Total | Status | Receipt &
Jan5,2016 [CN-0016  |SI-0051 |4110.011/CO001 Cald Storage - HQ HQ SGD SS670.03Posted | Partially Paid ~
Jan5,2016 |CN-0OT7  [SI-0044 | 4110.011/WAOD1 Watsons - Singapore HQ EMO4 - Neo 552054 Posted  Partially Paid a

55115.27 Posted  Partially Paid

5518490 Posted  Partially Paid

55898.54 Posted _ Partially Paid

551297 Posted | Payment Due

Eehad S

$1,500.00 Posted | Payment Due

$900.00 Posted | Payment Due

$617.50 Posted
§123.50 Posted | Payment Due
5529248 Posted
565,00 Posted P Due

Jan§, 2016 |CN-0018 51-0060 4110.011/C0001

Jan 12, 2016 CN-0019 SI-0054 4110.011/C0O001
Jan 18,2016 CN-0020 |SI-0057  4110.011/C0001
Jan21,2016 CN-0025  SI-0072  4110.011/6U001
Jan 26, 2016 CN-0033 A110.011/TAD02
Feb5,2016 |CN-0039  SI-0079  PR-BGD
Feb5, 2016 CN-003  S-00%9  PR-BGD

Feb5,2016 CN-0036  S-0082  |PR-BGD

Feb$, 2016 CN-0037 50082 PR-BGD

Feb5, 2016 |CN-0034  SI-0080  4110.011/MEOOT
Feb5,2016 CN-0035  S-0080 4110.011/MEDOT

@Tﬁﬁﬁﬁﬁ‘ﬁg@%ﬁﬁﬁ

Feb 22, 20...|CN-0026 4110.011/MU00 58427 Posted  Payment Due

Lo B 411001 WAL SREMPoched |Pajenent Due™ )
-
-

2/ | Show [ < All Credit Notes > - Total SGD: | 586,775 K|l < l1ers B> || 0]

Credit Notes List | Credit Note |
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Credit Note x

Dée» a0 0 d-E- Type:CNO1 - Outriaht Credit Note el Drafted Il N/A ]
Decument Date Document Number Refe b Branch
16/10/2017 v| [<-AUTO-GENERATED-> | é 1 [HQ- Head Office ~!
Customer Cul Pick Up From
I ) A — 3
[Clmmﬂrl.o(ﬂim '| [Cunhd Person ] Pick Up Location 1 fnnumn )
v v [ v v
o e
Warehouse Via Representative Tax.
TEOT - Main Warehouse v| v/ ! [ Pri Tax ~]
m ~| I[%D":wum.:puu ~| ':‘ér:t:';::;lmd\mk»
Analytical Group Inventory Movements ?M )
| | [with v ©
i Thems/ Articles | Taxes | Postings | Receipts | Notes / Attachments |
Product Brand: [< Select All > v| & Fiter [ | 88 ¢ &
[ >l I | [ T I I l | [ Bo
#4  Product | " Uom | Quantty  UnitPrice  Discount  MettPrice | TotslAmount = TaxRste  Ressonforretum  Expense Type |&2)
Total Qty: 0, Amount | | Discount:/ T v Tax: | Grand Totat ]
( ConfimCreditMote  |v)  Customer Reference Number: | (_CresteNew ) (_ Sove ) (_ Beven ) (Dol )
Credit Notes List | Credit Note
. . Mandatory
Field Name Explanation
Information
Document Date Date of the sales order Y
Document Number Number of the sales order Y
Reference Number A unique number on sales order N
Branch Company’s branch Y
Customer Company’s customers Y
Customer Location Customer’s company’s location Y
Contact Person Contact person at customer’s location N
Deliver To Self-explanatory Y
Delivery Location Self-explanatory Y
Contact Person Contact person at delivery location N
Warehouse Self-explanatory Y
Ship Via Transportation method N
Payment rules imposed by suppliers on
Payment Term N
their customers.
Commonly used in both international and
Inco Term Y
domestic trade contracts.
Analytical Group N
Select if this transaction involves
Inventory Movements N
inventory movements or not
Representative Internal representative N
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Select if price includes or excludes

Tax Y

tax
Description Description N
Related Invoice Link to related invoice document N
Related Invoice Date Date of the related invoice document N

Reference number from customer for the
credit note (only editable when Credit
Customer Reference Number N
Note status is posted and when user

have access right to edit)

Items/Articles — Product Name of product Y
Items/Articles —
Description N
Description
Items/Articles — UOM Type of product — Unit of Measure Y
Items/Articles — Qty The quantity of product N

Items/Articles — Unit

Self-explanatory N
Price
A deduction from the usual cost of
Items/Articles — Discount N
product
Items/Articles — Nett
Self-explanation N
Price
Items/Articles — Total
Self-explanation Y
Amount
Items/Articles — Tax Rate Self-explanation Y
Items/Articles — Reason Select a reason for returning the
Y
for Return product
Items/Articles — Expense
Self-explanation N

Type

Create New Credit Note with
Inventory Movement (Credit Note to
Putaway)

1. From “Sales — (Sell In Transactions) Sales
Invoice”, double click on a sales invoice in the
“Sales Invoices List” tab, it will bring up the
selected sales invoice record on “Sales Invoice” tab.

Click the arrow on (jemmmmDmmmﬂm ‘9 button at the
bottom of the screen and select “Create Credit Note”
option to generate a new credit note referenced to




the sales invoice.

2. Alternatively from “Sales — (Sell In Transactions)
Credit Note” click on “Create New” at the top right
of screen of “Credit Note List” tab, it will open
“Credit Note” tab with empty form

[T Credit Niote x|
Tl customen [« Select Al > ~| Sales Rep: [« Select all > ~| ( searcn
Year: [Vear 2016 ! From:/ ~! Tk w! Branch < Select All > 1‘ [8] Create New
Date & Document# Reference & Customer # I Customer Name. Location Sales Rep | Currency  Grand Total | Status
Jan 5, 2016 |CN-0016 $1-0051 4110.011/CO001 Cold Storage - HQ HQ SGD SS670.03|Posted |Partially Paid ~
Jan5,2016 |CN-OD17 51004 |4110.011/WADDI |Watsons - HQ Singapore HQ. EMO4 - Neo SGD | 5520.54|Posted |Partially Paid
Jan 6, 2016 |CN-0013  [S1-0060 4110.011/C0001 |Cold Storage - HQ Ha | 156D | 5811527 Posted |Partially Paid
. . ) . .
3. Fill up credit note’s information
2 CreditNote =
Honee a0 & Q-5 TS | 77—
Documnent Date Document Number Reference Number Branch
[o7/0672016 | [<-AUTO-GENERATED-> | | | [HQ- Head Office v
Customer Cu Deliver To
) i B .
=}
Customer Location Contact Person Delivery Location Contact Person
vl ! vl [ v v
o =
e I |
Warehouse Delivery Via Representative Tax
TEOT - Main Warehouse ~! ~! ~ [ Price Excludes Tax -
Payment Term Inco Terms Related Invoice
| [Exw - Ex Works ! <Click to Select Related Invoice>
Anslytical Group Inventory Movements Reed Noveionbote
~| [ With Inventory Movements ~] %4
Trems / Alicles | Tanes | Postings | Receipts | Notes / Attachments |
RGN > b Filten | 7] m

*Note: Inventory Movements need to be selected as
“With Inventory Movements” in order to process the

document.

Customer [« Deliver To

e ol :
B

Customer Location Contact Person Delivery Location Contact Person

5 ~| vl r—"—xv ( <
Adciticral etz B B
Warehouse Deivery Vis Representative Tax

TEOT - Main Warehouse w| ~! <! [P e ]
Payment Term Inco Terms ipti Related Invoice

vl [EXw - ExWorks - | <Click to Select Related Invoice>

Anabytical Group Inventory Movements eint P AR INE )
: [ With Inventory ~| ol
i[ Ttems / Articles | Taxes | Posti =

Product Brand: [ < Select All » ~| & Fiter ] BE8 ¢ e
(P o P | — i " r ar pon 1)

4. If any, select a related sales invoice document as
reference for the credit note document. Click on
“Click to Select Related Invoice” link on the right
side of the screen. It will pop up dialog window with
sales invoice document for user to select. Click “OK”
button to relate to the selected invoice document.
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;Cld‘tﬂnkl

@0 Search Sales Invoice ® _MI N/A
Search Sales Invoice Branch
i Search for the Sales Invoice related to the customer in this Credit Note. e Had Dot 4
[ Data T oo Gaandlaial ~!
% SI-0113
} A PETTEOSO0 T 3 1E3
Mar 28, 2016 510101 50-16-030195, test 50302 5531051
Mar 7, 2016 51-0094 50-16-020135, Test 2 Free Gift for X Spent 55621.03 E
e L 23 i S Price Brchoges Tex v
51-0061 559951 -
50000 5511527 Eit‘&;ﬂlﬂmﬂ_
S1-0057 55898.54] =
51004 seaaml (P 1)
51-0052 5§1,076.85
51-0051 55670.03
a8 ¥ e
< < B
E " Reason for return | Expense Type |2
~
v
I} ] FIENIEIIER
b
wﬂ) ‘@c: 5$0.00] = Grand Totak ]

( Confirm Cregithiote =) Caenenew ) (_soe ) (_Bever ) (_poee )
| Credit Notes List l Credit Note

The link will be replaced with the sales invoice
document number, and related invoice date updated
with the invoice date. User can click on the link to
open the dialog window again, if need to change the
linking

T2 Credit Note *

Ozed 208 Old-E-~- Drafted | N/A ]
Document Dte Document Number Reference Number Branch

(0770672016 | [ <-AUTO-GENERATED-> | [ | [HQ- Head Office ~!
Customer [« Deliver To

[4110011/C0001 - Cold Storage - HQ ~! | ~
Customer Location Contact Person Defivery Location Contact Person
[Ha v [ ~| [ v [ ~|
tors D e
Warchouse Delivery Via Bepresentative Tax
[TEO! - Main Warehouse ¥ v | [[Price Excludes Tax v
Payment Term Inco Terms ipti Related Invoice
[ ! [Bw - B Works v/ 0113
Related Invoice Date

Analytical Group Inventory Movements B e,
, [ TT02 - Third Party ! [ With Inventory Movements v Lt b
|§ tems / Articles | Taxes | Postings | Receipts | Notes / Attachments

In Sales Invoice document view, user able to view the
linked Credit Note document(s) in the “Credit Notes”
tab.
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I L] sales Invoice xl [Z] Credit Note |

=R I = G- B Type: [ ¥ | Posted [ Fully Paid ]
Document Date Document Number Reference Number Branch

fooe20  ~l[som3 [ (HQ - Head Office v
52\1’::::;:13:0001 - COLD STORAGE - HQ ~! P:l‘il\:;::.'com1 - COLD STORAGE - HQ ~|
Customer Location Contact Person Delivery Location Contact Person

HQ 2 vl Cold Storage - Orchard - v
dens et I
Ship From Delivery Via i Tax

[TE01 - Main Warehouse ~! (Lony ~! ( ~| | Price Excludes Tax -
Payment Term Inco Terms escription Inventory

(30D-EOM - 30 Days End Of Month v [EXW - Ex Works ol Without Inventory Movements -
:%m v mkrocac vl
Fo_na — Delivery Days 1

[ ttems / Articles | Taxes | Postings | Receipts | Notes/ | Margin | Applied ions | Credit Notes |

Related Credit Notes: Total Amount: | 551.08]
— mﬁnommn Date ;chooaa Document # ; Reference # | Customer Ref # ‘ Total Amount sn_ox‘ — Status.

Total Qty: 15, Amount : 5515.15 | Discount:| ] Tax ! 551.06] Grand Totak| sm.z:

( Generate Docaments |.) ( Generate Report |.) Create New Save Revert Delete

Sales Invoices List | Sales Invoice

5. On “Items / Articles” tab select a product from
“Product” drop-down list, fill up product’s
information, and click Eﬂ button

e T \ :malw Invoice Date .
[T702 - Third Party | [with y = | [o1/0872016 v
( Trerns / Articles | Taxes | Postings | Receipts | Notes / Attachments | -

Product Brand: | < Select All > w| & Fier [ FESIRZE S
I ) vl Al I I i " = | vl ~ ]

24 Product | Description " Uom  Quantity UnitPrice Discount NettPrice Total Amount Tax Rate ‘mfmm\apm‘rype
6. Click on “Notes / Attachments” tab at the middle
of screen to add notes or files attachment for the
credit note

7. Click on “Save” button at the bottom of screen to
save

8. Click on “Confirm Credit Note” button at the
bottom left of screen to confirm the credit note

9. Click on “Post To Accounts” button at the bottom
left of screen to post the credit note to account

[ tems / Aicle] [ Taxes | fostings | Receipts | Notes/ ]
Taxes. : Base Taxable Sum: | 55101 Tax Sum: | 5007

_ Product® | Product Name 1 Tax 1 Taxable Amount | Tax Amount | ToxableBaseAmt | TacBasem:  [B]
Loall |Loacker Chocolate. |Sales Tax Account 7% SR | ss1.01 55007 551.01] 550,07 Af

10. Tax entries applicable for the credit note will
be automatically created under “Taxes” tab if any.
Journal entries of the credit note will be
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automatically created under “Postings” tab

[ ot | Pdimitile
[ T102 - Third Party ] | With lnventory Movements ~ 01/06/2016 2
3| Items / Articles | Taxes Receipts | MNotes / Attachments
Type: [ Sales v Sales Joumnal - SGD | Datef07/06/2016 | Document =/ CN-0043 | Reference =/ ]
Account # Account Name. Entity Type | Memo Due Date Debit Credit  Base Amount &
1110 Returns Actual Commercial Credit Note From : Cold Storage - HQ s§1.12 [ 551.120r[ &
110 Returns Actual Commercial | Credit Note From : Cold Storage - HQ 580,11 55011 Cr
4110.0117C0001 Cold Storage - HQ Commercial Credit Note From : Cold Storage - HQ s51.08] $§1.08r
612001 65T Output Tax Commercial Credit Note From : Cold Storage - HQ 55007 [ 550070
. u“ . ” .
11. Click on “Show Receipt Order” link at the bottom
left side of screen to open the corresponding receipt
order document for the returned product(s)
iterns / Articles | Taxes [ Postings | Receipts | Notes / Attachments |
ype: [ Sales | Joumal: Sales Joumal - SGD | Date: 0770672016 Document #/ CN-0043 | Reference #: |
“Account® ‘Account Name Entty Type Memo. Due Date. Debit Credt Base Amount FE‘
110 Returns Actual Commercial Credit Note From : Cold Storage - HQ 55112/ 551,12 Dr| &
e Returns Actual Commercial Credit Note From : Cold Storage - HQ 55011 sso1 e |
1110,011/C0001 Cold Storage - HQ Commercial Credit Note From : Cold Storage - HQ 551,08 55108 Cr
512001 GST Output Tax Commercial Credit Note From : Cold Storage - HQ. 550.07' 550.07 Dr|
B
Total Qty: 1, Amount: §81.01 Discount:’ | & Tax: §80.07] = Grand Tetal:| ss1.08
G R | ipt Order I ( CreateNew ) Save Revert Delete
7Cl‘ediNﬂs List | Credit Note
: “ ”
12. Click on “Create Customer Returns” tab from the
: : “ ”
Receipt Order module and click on “OK” to proceed.
Tl Receipt Order %,
Bze% 08 Old-E- [ Posted ]
Date Document = Reference # Branch
[07/06/2016 v| (cn-00a3 ] [ 1 [HQ-- Head Office v!
e e B
Receive From ‘ Deliver Via
[4110.011/C0001 - Cold un 1 [mn1asi - v ( ~)
Ve thcan "> Credit Note -> Customer Retums X Do
HQ Create Customer Returns from Credit Note | Al
Promised Date i Generates the Customer Returns document from Credit Note with the same set of products.
pomiedfre
[TTtemms/ Articles | Notes, Dc Document Date
o . [ <-AUTO-GENERATED->| | (0770672016 v!
B uom Quantty [®]
1|Loa0t 1 [en-oon | [Drafted - { i 1%
Warchouse
TEO! - Main Warehouse ~!
[® Open the new Customer Returns Document
[E=a—=

¥

g ~
( Generate Repart l Create Customer Returns. I Total Quantity: | 1]
| Lmﬂ Orders List Recu'E

13. Click on “Confirm Customer Returns” button at the
bottom left of screen to confirm the credit note
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[ Bl Customer Retumns | 5] Receipt Order |

Bz<«® 0O O 4~ E-~ Drafted

Document Date Document Humber Reference Number Branch

07/06/2016 ! [CRN-0033 CN-0043 | [HQ - Head Office v
Customer Curres Warehouse Staging Locator
4110.011/COO0T - Cold Storage - HQ v| TED1 - Main Warehouse ! (W0 staging v
Customer Location Contact Person Inco Terms Shipping Method
HQ ! ! EXW - Ex Works ~ ~
prr EEs——— [
i Promised Date ipti
[ vl f ~!
Analytical Group
[TT02 - Third Party v
[Tems / Atticles | Cost Details | Notes / Attachments g Confirm Document? X
i Product Brand: (< Select Al > = B2
111 Loa0t ! [Loacker Chocolate (Each - @' L e R L RS S R S v $50.200000 | 550.20 |
= Product Description J—- T Unit Cost Total Amount @
1||.om Loacker Chocolate Each | _ ] 550.200000 ssoz20/~
v
Total Quantity : 1 Grand Totak 55020
Confirm Customer Returns | = Save Rever | (( Delete )
| Customer Returns List |_Customer Retums
. “u ”
14. Click on “Post To Accounts” button at the bottom
left of screen to post the credit note to account
[ Customer Returns *|_[2i] Receipt Order |
Bo4® 08 Qld-&-
Document Dste Document Number Reference Number Branch
07/06/2016 ! (crN-0033 | [cn-o0s3 ! 'HQ - Head Office v
Customer Curre Warehouse ing Locator
4110.011/C0001 - Cold Storage - HQ v TED1 - Main Warehouse | [Wot-staging v
Customer Location Gontact Person Inco Terms Shipping Method
[Ha v [ v [EXW - Ex Works <[ v
Additional Details i

resentative Promised Date iption
- v!
Analytical Grouj
TT02 - Third Party v

["ttems / Articles | Cost Details | Notes / | Postings | Post X
t Product Brand: | < Select All > L Be e
[ A e e T @ Do you really wish to Post the selected Customer Returns(<)? ] Szl < h

= Podut Description T 4 Unit Cost 1 Total Amount | ]
iltoadl  loackerChocolate  |Each }73&“77'17’777@3 ~
~

Total Quantity : 1 Grand Totak! 550.20
Post To Accounts. |- Save Revert Delete

| Custome Returms Uit | Customet Returns

15. Click on “Putaway number” and it will link to
the related document

# Podut Description Uom | Quentity  Bach# | BpiyOste  UntCost | TomlAmount  [B
1Loadt |Loacker Chocolate Each 1/CN-0043 $80.200000 550.20[ A
—~
4
-

Total Quantity : 1 Grand Totak:| 550.20]

( Generate Report |-| Putaway: PUTI6-060185 I Save ( Revert Delete

]\ Customer Returns List | Customer Retums

16. Click on “Confirm Putaway” button at the bottom
left of screen to confirm the putaway.
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[T Putoway *| [ Customer Returns | [5] Receipt Order |

B=ze» 08 G 4~ -~ [ Drafted ]
Document Date Document Number Reference Number Branch
07/06/2016 | [puTi6-060195 CRN-0033 | [HQ - Head Office vl
e pres —
Warehouse i
| TED1 - Main Warehouse ~! [Wo1-Staging ~!
Source Document
CRN-0033 vl
[Tems / Atticles | Cost Details | Notes/
Product Brand: | < Select All > ~| Fitter: [ | ¥ &
[11[Loa0t |(Loacker Chocolate (Each - Each _ ~|(cn-00a3 I - 1]/woi-Lot v 1]
® Product | Description || Confirm Document? X | Locator Quantity &
1|Loalt |Loacker Chocolate | == 1|wot-Lot | 1|~
@ Do you really wish to Confirm the selected Putaway(s)? i
((m )
k4
-
Total Quantity : 1
Confirm Putaway | I Save Revert
il AL BT
. u“ ”
17. Click on “Post To Accounts” button at the bottom

left of screen to post the putaway to account.

[Tems / Articies | Cost Details | Notes / Attachments |

Product Brand: | < Select Al » ~| Filter | & &
(1) oa01 | Loacker Chacolate (Each - Each v|[cn-0043 1 11Woi-101 v 1)

] | Description Post Document? X oty | Locator I Quantity B

VLoant Loscker Chocolate sk L iwonion S

E@] Do you really wish to Post the selected Putaway(s)?

v

v

—_— Total Quantity : 1

Post To Inventary |=) I Save Revert

3\ Putaway List | Putaway |

Create New Credit Note without
Inventory Movement

1. From “Sales — (Sell In Transactions) Sales
Invoice”, double click on a sales invoice in the
“Sales Invoices List” tab, it will bring up the
selected sales invoice record on “Sales Invoice” tab.
C Generate Documents

Click the arrow on {9 button at the
bottom of the screen and select “Create Credit Note”
option to generate a new credit note referenced to
the sales invoice.

2. Alternatively from “Sales — (Sell In Transactions)
Credit Note” click on “Create New” at the top right
of screen of “Credit Note List” tab, it will open
“Credit Note” tab with empty form
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E Credit Note *

| ) customer: [< setect > ~| Sales Rep: [« Sefect All > ~| ( Search
Year: [Year 2016 v From: ~| i ~| Branch [« Select All > 1‘ (] Create New
Date & | Document# Reference# Customer & | Customer Name I Location SalesRep | Currency Grand Total | Status
Jan5, 2016 [CN-D016  [SI-0051 [4110.011/CO001 Cold Storage - HQ |Ha |sGD $8670.03|Posted | Partially Paid

Jan 3, 2016 | CN-0017 S1-0044 4110.011/WADD1 Iwm-m re HQ | EMO4 - Neo |SGD ‘ §520.54|Posted  Partially Paid
Jans, 2015 [choote 50060 [arioaiicouot [ColdStoage- 12 Ha 1 560 5811527 pusted partaly Pa .

3. Fill up the information.

*Note: Inventory Movements need to be selected as
“With Inventory Movements” in order to process the
document.

2] Credit Note =

Bz ¢ 3008 0| d- E- [ Drafted I N/A |
Document Date Document Number Reference Number Branch

[0a/06/2016 | [<-AUTO-GENERATED-> | | | [HQ - Head Office v!
Customer Curren Deliver To

[4110.011/R00D1 - Robinson ~| (4110.011/R0001 - Robinson v
Customer Location Contact Person Delivery Locstion Contact Person

[The Heeren vl [ | [The Heeren v] [ v
Warehouse Delivery Via R i Tax

[TEO1 - Main Warehouse ~ ~| [ ~| [[Price Excludes Tax ]
Payment Term Inco Terms Bt Related Invoice

5 e ol <Click to Select Related Invoice>

Analytical Group Inventory Movements [Rm'm o cE it
,[TT02 - Third Party | [ Without Inventory Movements v M
[ Ttems / Atticles | Taxes | Postings | Recei =7 Atschmen

4. On “Items / Articles” tab select a product from
“Product” drop-down list, fill up product’s

information, and click EH button

! Kelated invorce Uate

| Anaiytical Group  Inventory l ( vl
. | TT02 - Third Party ! [ Without Inventory Movements -

<[ Items / Articles | I )

Product Brand: | < Select All > w| 9 Filter:
1 | vl T = | Al

5. Click on “Notes / Attachments” tab at the middle
of screen to add notes or files attachment for the
credit note

6. Click on “Save” button at the bottom of screen to
save

7. Click on “Confirm Credit Note” button at the
bottom left of screen to confirm the credit note

8. Click on “Post To Accounts” button at the bottom
left of screen to post the credit note to account
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Payment Term Inco Terms pti Related Invoice
i | [EXW - Ex Works v] [ <No Related Invoice>

5 — ~ - Related Invoice Date
Analytical Group Inventary Movements. post Document? » f =
(7702 - Third Party ~| | Without Inventory W
—_——— ———3
tems / Articles | Taxes | Postings | Receipts | Notes/ Attachments. @ Do you really wish to Credit Note(s)?
P ] -
Product Brand: | < Select All > v HE ¥ e
(2 toadt  vllioacker Chocolate  |[Each v/ IWJ‘ @D (e sles Tax Account 7% SR +!/ Gl v
#4 Product | Description | Uom | Quantty | AP scount | NettPrice  Total Amoun Tex Rate " Reasonforretum | Expemse Type ||
2|Loadt |Loacker Chocolate  |Each | 1| 551.01 581.01/Sales Tax Account 7% SR | | ~
2 i e
i
v
—— Total Qty: 1, Amount : §$1.01 Discount: « Tax: §50.07 | = Grand Total/ ss1.08

Post To Accounts |-)I ( CresteNew ) Save Revert Delete

Update Credit Note Details

1. Click on “Credit Note List” tab at the bottom of
screen

2. Double click on credit note to be updated, it will
bring up the details on “Credit Note” tab for the
selected note. If a note’s status is “Confirmed” or
“Posted”, right click on the note and reopen / undo
posting of the note first

T Credit Note
Customen | < Select Al > v SalesRep: [< Select All >
Year:  [Year2016 ~| From:/ | ! | Branch  [< Select All >

Date & Document# Reference s Customer # | Customer Name | Location Sales Rep | Cumrency  Grand Total
Jan 5, 2016 |CN-0016 51-0051 4110,011/C0001 |Cold Storage - HQ |HQ |SGD 2
Jan5,2016 |CN-0DI7  S1-004  |4110.011/WADOT Watsons - HQ Si -
Jan6, 2016 |CN-0D18  |SI-0060  |4110.011/C0001 c ge - HQ HQ | [Z] Show Credit Note 3
lan 12, 2016|CN-0019  |SI-0058  |4110.011/C000T HQ Ha | i this CreditNote  |D
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3. Make change(s) on the credit note information

4, Click on “Save” button at the bottom of screen to
save

5. Click on “Revert” button at the bottom of screen
or refresh icon at the top of the screen to roll back
the changes

6. Click on “Confirm Credit Note” button at the
bottom of screen to confirm the credit note
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7. Click on “Post Credit Note” button at the bottom
of screen to post the credit note

Delete Credit Note

1. Click on “Credit Note List” tab at the bottom of
screen

2. Double click on credit note to be deleted, it will
bring up the details on “Credit Note” tab for the
selected note. If a note’s status is “Confirmed” or
“Posted”, right click on the note and reopen / undo
posting of the note first

3. Click on “Delete” button at the bottom right side
of screen

4. Click on “Yes” button on the pop-up window to
confirm note deletion

Adding Customer Reference Number
in Credit Note

1. Click on “Credit Note List” tab at the bottom of
screen

2. Double click on credit note (with “Posted” status)
to be updated, it will bring up the details on
“Credit Note” tab for the selected note.

3. If user have access right to edit the “Customer
Reference Number’, they can add “Customer Reference
Number” for Credit Note with “Posted” status. Enter
the reference number from customer and click SAVE
button to save.
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4. If present, this value will replace the Credit
Note Reference Number in Receipts and Statement of
Accounts report.

5. User also able to add column for this in the
Credit Note list view (by default the column is
hidden) and use keyword search for this field.

View and Search for Credit Note
Details

1. Click on “Credit Note List” tab at the bottom of
screen

2. Enter search parameter to filter the result, i.e.
type in account of the credit note to search for in
the “Account” text field box or select from drop-down
list

3. Result can be sorted alphabetically by clicking
the fields’ columns

4. Double click on credit note to view full details
of the note, it will bring up the details on “Credit
Note” tab for the selected note
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