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Introduction to Credit Notes

We are currently updating our site; thank you for your patience.

SALES

INTRODUCTION TO CREDIT NOTES

This manual provides an overview of the processes and functionality available

from the Sales Credit Note listing screen.

A Sales Credit Note is a document issued by the seller and sent to the buyer
when there is a reduction in the amount payable to the seller, due to an error
in the original invoice or other reasons. It is the reversal, in part or full, of a

Sales Invoice.

Sales Credit Notes need to go through an approval process in order to com-

plete the transaction.

When doing a Credit Note for stock items, you have an option to return the

stock item and replace it.

All item types can be credited, but when crediting stock, a decision must be
made as to whether or not to return stock and if replacement of the part is
required. This will raise a return request that must be actioned by the store-
man to return the part to warehouse. However, when crediting a Point Of
Sales (POS) Invoice, the stock will be returned automatically to the des-

ignated Auto Issue warehouse.

Examples where parts may not need to be returned to store:

® [tems that have been Invoiced with an incorrect Selling Price, will
only require a partial credit, where only the incorrect portion of

the Selling Price for the Item will be credited.
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B Stock items that falls under a Customer's Contract inclusions and

was billed in error. The stock or part will remain with the Cus-

tomer, but the Invoice should not have been raised and a Credit

Note therefore needs to be issued for these items.

Examples where parts may require stock return:

® |tems that are damaged or faulty will be brought back into store

for repair or write off; and a working part can be issued against

the part request in its place, then invoiced.
® The incorrect part was issued and invoiced. This requires return of

the incorrect item; then request, issue and invoicing of the correct

part.

Ribbon Access: Sales > Credit Notes

BPO: Version 2.4.0.11 - Example Company

/ Locations Contract Finance [HR Inventory

[Projects  Manufacturi

Customers rvi

s Templates Commercals | POSLte Quotes Orders Invoices

A6 W EEIF S

Statement
Run

The Sales Credit Notes listing screen will be displayed.

Select the Site you wish to work in.
* The example has Durban selected.

The Status will open by default in the New status.

The list of sales credit notes displayed, will always be linked to the selec-

ted status.

¢ The sales credit notes in the Cr Notes Status Desc column

has been filtered using the Status selected as New .
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$ - —p Sales C1 BPO: Version 2.4.0.11 - Example Company BN ER
| @ | tome | Euoment/locatons Contract  Fnence/HR  Inventory i [Projects  Man i Sdes  Service  Reporting  Utiities - &8 x
p ] = .
OXE ~ o = i <! : 2
Add  Edt Delete View | Rekasefor Rer Reject | Savelayout Workspaces mo/rt» Refiesh
Approval te - b
Maint; Format 4 Current o
=
P
CriNoteNo CustomerCode CustomerName Deptiiame CriNoteDescription Cutency  ExchangeRate  TaxRate
Functions v ol o e o0 +0e e - -
|+ ‘ooooo0s? cusoot Cash Sales Account lco1234 R 100 14.00
Returns CND000D52 DER001 Derton / Technologies retest AR 1.00 14.00
CND00DG0 HOPOOL Hope Works (Pty) Ltd retest 28R 1.00 14.00
/CNO0O0061 DEROO1 Derton / Technologies retest ZAR 1.00 14.00
CND000D63 HOPOOL Hope Warks (Pty) Ltd retest without reference  ZAR 100 15.00
CNO0DD064 HOPOO1 Hope Works (Pty) Ltd retest partial quantities  ZAR 1.00 14.00
CND0000S6 BOTO001 Bothas Networking inc Retest usD 10.00 14.00
CND0000S7 HOPOOL Hope Works (Pty) Ltd retest R 100 14.00
CND000DB2 HOPOOL Hope Works (Pty) Ltd CRNote - no invoice R 1.00 1.00
CND000134 HOPOOL Hope Works (Pty) Ltd test R 100 15.00
CND000143 HOPOOL Hope Works (Pty) Ltd TEST TEST TEST R 1.00 15.00
CND000144 YES001 Young Blectric testing 1234 R 1.00 15.00
'CNO000 145 PANOO1 Panda Copiers test usD 10.00 0.00
.
Open Windows ~ | User; JulandaK | 14/04/2021 | Version:2.4.0.11  Example Company

FILTER BY CREDIT NOTE STATUS

To view sales credit notes in a different status:

5. Click on the down arrow in the Status field to display the Status drop-
down list.

6. Click on the status option you wish to view.
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$ - Sales Credit Notes - BPO: Version 2.4.0.11 - Example Company = Lo lloc
| @ | tome | Ecupment/Locatons Contract Finance /MR Inventory [Projects Mar Sdes  Senice  Reportig  Uties - & x
[ a7 9 [= EE E B | o A
OQOXE »~» © 0 R 2 e PIEEEI
Add  Edt Delete View | Releasefor Removefom Approve Reject | Savelayout Workspaces | Print Send Criotes Export | |new fresh
Approval a e 0 Print Queue L
—_— MEE # StatusDesc 4
N
Links » R
Enter text A
CrhoteNo CustomerCode CustomerName Depthame CrNoteStatusDesc  CrNotd D
Functions v e o 0 o 0 0 |7
» CND000DS7 cusoot Cash Sales Account New co!
Returns CND0D0DSS DER001 Derton / Technologies New retest| X ] 14.00
CNOODDDSD HOPOOL Hope Works (Pty) Ltd New retest 28R 1.00 14.00
CNOOOD061 DEROO1 Derton / Technologies New retest ZAR 1.00 14.00
CNO0O0063 HOPOO1 Hope Works (Pty) Ltd New retest without reference  ZAR 1.00 15.00
CNOODD064 HOPOO1 Hope Works (Pty) Ltd New retest partial quantites  ZAR 1.00 14.00
CNO0DD0SE BOTO001 Bothas Networking inc New Retest usD 10.00 14.00
CNO0D00S7 HOPOOL Hope Works (Pty) Ltd New retest R 100 14.00
CNOODD082 HOPOOL Hope Works (Pty) Ltd New CRNote -no invoice R 1.00 1.00
CNOODD134 HOPOOL Hope Works (Pty) Ltd New test R 100 15.00
CNO000143 HOPOOL Hope Works (Pty) Ltd New TEST TEST TEST R 1.00 15.00
CNO0DD144 YES001 Young Blectric New testing1234 R 1.00 15.00
CNO000 145 PANOO1 Panda Copiers New test usD 10.00 0.00
Open Windows ~ | User:lulandaK | 14/04/2021 Version:2.4.0.11 Example Company

MAINTAIN BUTTONS

There are various ribbon toolbar action buttons available depending on the

screen status and will display as available (bold) or unavailable (greyed out).

NEW STATUS

1. Change the Status to New.
In this status, you can Credit Notes - Issue a Credit Note, Credit Notes -
Edit Credit Note, Credit Notes - Cancel a Credit Note and Credit Notes
- View a Credit Note.

3. You can Credit Notes - Release for Approval and Export a list of all the

New Credit Notes to a Microsoft Excel Spreadsheet.
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$ - Sales Credit Notes - BPO: Version 2.4.0.11 - Example Company = Lo lloc
@ | rome | Eaupment/locatons  Contract  Finance /MR Inventory [Projects N Sdes  Seice  Reporng  Uties - & x
(. a] = EE 3 |/ &
©XE|F| € o R & ] S
| Add  Edt Delete View ||[Releasefor| Removefom Approve Reject | Savelayout Workspaces | Print  Send Cr Notes | Export Refresh
Approval Approval ot - P e
| A \- 4 Format - - - -3 "~ ‘ Current . a
“uub 2 B \o
= o y
CrioteNo CustomerCode CustomerName Depttame  CrNoteStatusDesc  CrioteDescription Curency . ExchangeRate  TaxRate
Functions v o o 0 o e & . |- -
» CNDODOOS? cusoot Cash Sales Account New 01234 R 1.00 14.00
Returns CN0000059 DER001 Derton / Technologies New retest _- R 1.00 14.00
CNDO0006D HOPOD1 Hope Works (Pty) Ltd New retest 0 R 1.00 14.00
CNOOOD061 DEROO1 Derton / Technologies New retest _ ~ : ZAR 1.00 14.00
CNO000063 HOPOO1 Hope Works (Pty) Ltd New reoést’mmt reference  ZAR 100 15.00
CNOODDD64 HOPOO1 Hope Works (Pty) Ltd New . “ retestpartial quantites  ZAR 1.00 14.00
CNO0O0066 BOT0001 Bothas Networking inc New L/ Retest usD 10.00 14.00
CNO0D00S7 HOPOO1 Hope Works (Pty) Ltd New retest AR 1.00 14.00
CNO000082 HOPOO1 Hope Works (Pty) Ltd New CRNote - no invoice ZAR 1.00 100
CNO0D0134 HOPOO1 Hope Works (Pty) Ltd New test ZAR 1.00 15.00
CN0000143 HOPOD1 Hope Works (Pty) Ltd New TEST TEST TEST P75 1.00 15.00
CNO000144 YES001 Young Electric New testing1234 ZAR 1.00 15.00
CNO000 145 PANOO1 Panda Copiers New test usD 10.00 0.00
1
| Open Windows ~ | User s JiandaK | 14/04/2021 | Verson:2.4.0.11  Example Company

RELEASED STATUS

1. Change the Status to Released.
In this status, you can Credit Notes - Issue a Credit Note and Credit
Notes - View a Credit Note.

3. You can also Credit Notes - Place on Hold, Credit Notes - Approve
Credit Note or Reject Credit Note.

4. You can also Export the list of released Credit Notes to a Microsoft

Excel Spreadsheet.
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$ - Sales Credit Notes - BPO: Version 2.4.0.11 - Example Company EEeER
| @ | tome | Equoment/locatins Contract  Finance /[HR_Inventory [Projects Mar Sdes  Seice  Reporng  Uties - & x
o7 X|E @ 90 [ & W= &
Edt  Delete | View | Release for [Remove from Approve Reject || Savelayout Workspaces | Prit = | Export Refresh
Appr Approval CrNote CrNote ot
Mantsin A P N . Format . Current \,‘ o
[ Links \o/u \o
Enter text o {3 R h
CrioteNo CustomerCode CustomerName CrNoteStatusDesc CrNoteDesription ~ Curency | Exchang|
Functions v ol o o 0 e e, ol -
» CND000D1S DER0OL Derton / Technologies Released test, 2R
Returns CND0D0037 YES001 Young Electric Released 123456 2R
CND000033 SAMDD1 Samanthas Diner Released st R
'CND000042 HOPOO1 Hope Works (Pty) Ltd Released e ' iNv0000299 ZAR
CNO000054 HOPOD1 Hope Works (Pty) Ltd Released 1234 R
CND00D055 HOPOD1 Hope Works (Pty) Ltd Released | test R
CNoooo062 HOPOD1 Hope Works (Pty) Ltd Released [V retesta note R
0000083 HOPOD1 Hope Works (Pty) Ltd Released CRNote2 R
CND000085 HOPOD1 Hope Works (Pty) Ltd Released quick part return R
o000 107 HOPOD1 Hope Works (Pty) Ltd Released test R
CN0000108 HOPOD1 Hope Works (Pty) Ltd Released test R
CNO000109 HOPOO1 Hope Works (Pty) Ltd Released test R
'CNO000 142 PINOOO1 Pink Shoes Released new aredit note ZAR
CNO000 146 cusoo1 Cash Sales Account Released CN90S0CSA R

| User:lulandaK | 14/04/2021 Version:2.4.0.11 Example Company

APPROVED STATUS

Change the Status to Approved.

In this status, you can Credit Notes - Issue a Credit Note and Credit
Notes - View a Credit Note.
3. You also now have the option to Print the Credit Note and Export the

list of approved Credit Notes to a Microsoft Excel Spreadsheet.
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Sales Credit Notes - BPO: Version 2.4.0.11 - Example Company = e x
| Home | Equipment/locations  Contract  Finance /[HR  Inventory [Projects  Man Sdes  Service  Reporting  Utiities - & X
— S
= 7 @ @ o] = Duban v
View sorove Reect | Savelayout Warkspaces Pmt tes Exuort m Reﬁ'edl
t 4 P o
YJ’ \0
ter text o Q... P :
CrhoteNo CustomerCode CustomerName CrNoteStatusDesc CriNoteDesaription Currency Exchang|
Functions ki o0 0 0 0 e 5 0 =
» CNOODD0S8 HoPOOL Hope Works (Pty) Ltd Approved test CRNT 28
Returns CND0D009S HOPOD1 Hope Works (Pty) Ltd Approved CRN/T'C/CON AR
CNO0DD100 HOPOO1 Hope Works (Pty) Ltd Approved ctehicos R
CND00D101 HOPOO1 Hope Works (Pty) Ltd Approved , CCoN ZAR
CND000110 HOPOOL Hope Warks (Pty) Ltd Approved L test R
CND000112 HOPOO1 Hope Works (Pty) Ltd Approved J test 28R
CNO0DD114 HOPOOL Hope Works (Pty) Ltd approved |, 1234 R
CNO0D0115 HOPOOL Hope Works (Pty) Ltd Approved [ test R
CND000116 HOPOOL Hope Works (Pty) Ltd Approved test R
CND00118 HOPOOL Hope Works (Pty) Ltd Approved test R
CNO000122 BEAQO1 Bearing and Shoe Approved rfefrfefrf R
CNO000123 APPO0OL Apple Juice Inc Approved 1234 R
(CND0D0124 BIGO0D1 Big Bargains Approved 123 AR
CND000126 APPOOD1 Apple Juice Inc Approved test R
CND000127 BET0001 Betties Summer Shop at the Beach Approved test R
CNO000128 BEAOD1 Bearing and Shoe Approved test ZIAR
CND000129 HOPOO1 Hope Works (Pty) Ltd Approved test AR
CND000141 PINDOO1 Pink Shoes Approved test R

| User:lulandaK | 14/04/2021 Version:2.4.0.11 Example Company

DECLINED STATUS

=

Change the Status to Declined.

In this status, you can Credit Notes - Issue a Credit Note and Credit
Notes - View a Credit Note.
3. You are also able to Export the list of the declined Credit Notes to a

Microsoft Excel Spreadsheet.
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Sales Credit Notes - BPO: Version 2.4.0.11 - Example Company

— (o jtx
| Home | Equipment [Locaions  Contract  Finance /HR Inventory [Projects  Mar Sales  Service  Reporng  Utiities - &8 x
= ) = - ] @
’ 41= — % " -
o N E : y @ = g | == o
Edt Delete | View || Releasefor Removefom Approve Reject | Savelayout Workspaces Refresh
Format . Current \ -
CrhoteNo CustomerCode CustomerName Depthame CrNoteStatusDesc C[andjesu’lnuon Currency Exchang|
v e e #e @ e - el ofle =
» CNDODODOL HOPODL Hope Works (Pty) Ltd Dedined ll-‘ test 8

| User:lulandaK | 14/04/2021 Version:2.4.0.11 Example Company

PRINTED STATUS

1. Change the Status to Printed.

2. In this status, you can Credit Notes - Issue a Credit Note and Credit
Notes - View a Credit Note.

3. You can Print or send Credit Note(s) to the Print Queue as well as

Export a list of all printed Credit Notes to a Microsoft Excel Spread-
sheet.
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$ - Sales Credit Notes - BPO: Version 2.4.0.11 - Example Company EEeER
| @ | ome | Equoment/locatins Contract  Finance /[HR Tnventory [Projects Mar Sdes  Seice  Reporng  Uties - & x
= Y = P ———— \§
F N % - L5 @ lﬁ Tné i MER ¥/
selete | view | Release fo Reject | Savelayout Workspaces | Print Send CriNotes Export Refresh
Approva v 1o Print Queue
Forma: Print . Current \ had
-4 L
CrhoteNo CustomerCode CustomerName Depthiame CrNoteStatusDesc Canld)esu’lDuoln ’ Currency Exchang|
v e o0 e 0 e e e e =
» (CNO000D02 OFF001 Office Supplies Unlimited Printed test L ZAR
CN00D0003 DER001 Derton / Technologies Printed incorrect part AR
CNOOD0D04 YES001 Young Electric Printed CRPart ZAR
(CNDOD0DOS HOPOD1 Hope Works (Pty) Ltd Printed Zero Rated test AR
CNO0DD00S YES001 Young Blectric Printed test AR
CNO0DD007 YES001 Young Blectric Printed .+ Incorrect Part Invoiced 28R
0000008 WES001 Westwood Dynamic Printed K C et R
CNO00D09 DER0O1 Derton / Technologies Printed K Price correction AR
CNO0D0O 10 DER001 Derton { Technologies Printed K Test second creditno... ZAR
CNO0D00 11 DER0O1 Derton / Technologies Printed | 7 Multiple credits Z8R
CND000D 12 DER0O1 Derton / Technologies Printed multiple credit notes f... ZAR
CNO0D0D13 TIA001 Titan Group Printed Test ZAR
'CNO0000 14 TIAOOL Titan Group Printed test multiple credits ZAR
CNO000015 SAMOD L Samanthas Diner Printed test ZAR
CNOODDO16 DANOO1 Danny Storm IT Cafe Printed Test BPO fin tran AR
CNO000017 DANOO1 Danny Storm IT Cafe Printed Not billable ZIAR
'CNO0000 19 DEROO1 Derton / Technologies Printed test ZAR
CNO000020 HOPOD1 Hope Works (Pty) Ltd Printed test ZAR
(CNO000021 HOPOO1 Hope Works (Pty) Ltd Printed test ZAR
'CNO000022 DEROO1 Derton / Technologies Printed test ZAR

| User:lulandaK | 14/04/2021 Version:2.4.0.11 Example Company

CANCELLED STATUS

=

Change the Status to Cancelled.

In this status, you can Credit Notes - Issue a Credit Note and Credit
Notes - View a Credit Note.
3. You are also able to Export the list of cancelled Credit Notes to a

Microsoft Excel Spreadsheet.
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Sales Credit Notes - BPO: Version 2.4.0.11 - Example Company = e x
e | Equpment/locations  Contract  Finance /[HR  Inventory i [Projects  Mar i Sdes  Service  Reporting  Utiities - & X
== 3 = .
3 2 [l = \
= © F < B | (o & |
porove  Reject | Savelayout Workspaces | FPrint Send Cr Hotes | Export Refresh |
Format . Pr / 4 Current L
CustomerCode Customerhiame Depthiame CrioteDescripton  Currency | Exchang)
e #fc ! /"IE" e =
HOPOD1 Hope Works (Pty) Ltd . inv0000299 usD
Returns CNDODODSS DER001 Derton / Technologies retest 2R
CNDO0031 BILOOD1 Bilys Barn Uninked editnote  ZAR
CND000096 BIG0OD1 Big Bargains test R
CN0000097 HOPOO1 Hope Works (Pty) Ltd unlinked r note R
Open Windows | User:JulandaK | 14/04/2021 Version:2.4.0.11 Example Company

FILTER BY CUSTOMER

1. The Status option allows you to filter the list of Credit Notes in the
credit note data grid based on the selected filter.
* The example is listing all the New Credit Notes
2. You can further refine the list by using the filter row in the data grid.
3. Click in the filter field of the filter row in line with the column you wish
to filter.
* The example has Customer Name selected.
4. Start typing the text you wish to filter the list with.
* The example is using the customer name Hope Works (Pty)
Ltd.

REMOVE FILTER

To remove the filter, press Backspace or Delete to remove the filter text, or

click on the filter tick box to deselect the filter option. This will return the
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Credit Note list screen for the Status you have selected.

= Sales Credit Notes - BPO: Version 2.4.0.11 - Example Company Lol
|_ @ | ome | comment/tocstors  conwract  Fnance /1R nventury  Mnteance [Progcs  Mefacureg  Pocrenent  Sdes  Sevee  Reportng  Utes - & X
= = 2 e —
Q2 XE 6 R 2 B B~ 16
Add  Edt Deete  View ¢ Ree | swelsyout Vierspaces | o e = Bt Refresh
Forr 4 Current > a
Applied Filter : Contains([CustomerName], ‘Ho") t
Press Delete or Backspace 7
to remove filter > -
\ crioteno CustomerCod 2 * | Depthame CrivoteStatusDesc CrioteDescription Curency  Exchang
] B L3 CBcHol TR T e oc W‘l o =
CNO00006D HOPOOL New .7 retest R
'CNO000063 HOPOO1 New o E retest without refere. ZIAR
CNO00D064 HOPOOL New L retest partial quantities ZAR
CN0000067 HOPODL New [# retest 2R
CNO000082 HOPOOL New CRiote -noinvoice  ZAR
'CNO000134 HOPOO1 New test IAR
CNOO0D143 HOPOD1 Hope Works (Pty) Ltd New TEST TEST TEST 2R

Deselect to remove filter
l :
x /! Contains([CustomerName], 'Ho") Edit Filter

Open Windows v | User: Julandak | 14/04/2021 | Version:2.4.0.11 | Example Company

FUNCTIONS TILE

From the Returns tile you can view the Credit Notes -
Returns linked to a selected Credit Note .

BPO.MNU.064
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