=3
Credit Notes - Partial Credit Note

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

SALES

CREDIT NOTES - PARTIAL CREDIT NOTE

Ribbon Access: Sales > Credit Notes

BPO: Version 2.4.0.11 - Example Company = LB

Equipment / Locations Contract  Finance /[HR  Inventory e /Projects  Mar i Procurement | Sales Service Reparting Utilities

=
# Q W W 55 | E

Customers Services Templates Commercals | POSLlite Quotes Orders Invoices | Credit | Statement
Motes Run

1. The Sales Credit Notes listing screen will be displayed.
2. Select the Site where the credit note was created.

* The example has Durban selected.
3. Change the Status to New.

E/j A Credit Note can only be edited in the New status.

4. Click on the row of the credit note you wish to edit.
5. Click on Edit.

@ Short cut key: Right click to display the All groups menu list. Click on Edit.
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‘ ¥ Sales Credit Notes - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 - 8| x
@ | tome | Equpment/locains  Contract  Finance /W Inventory [Proecis Ses  Service  Reportng  Utiities - =
71 ]« = : == ; = =
@xu ~» @ © ] = Sy
Add | Edt [Delete View | Releasefor Removefiom Approve Reject | Savelayout Workspaces t  SendCriotes  Export Refresh
Approval  App Criote ¢ - rint Que
_ 777‘\' Process Format | Print Current \ X
Links [ ‘ \‘
Enter text to searc r
CriNoteNo CustomerCode CustomerName Deptiame CrNoteStatusDesc CrNoteDescription Curency  ExchangeRate
Functions T ol 0 o0 #0c o0 [ R =
CN00D00ST cus001 Cash Sales Account New 1234 R 1
Retums CND000059 DER001 Derton [ Technologies New retest AR 1}
CN0000080 HOPOO1 Hope Works (Pty) Ltd New retest ZAR 1]
CND0000&1 DER0O1 Derton / Technologies New retest ZAR 1
CN0000063 HOP0O1 Hope Works (Pty) Ltd New retest without refere . ZAR 1
CND0D00S4 HOPOOL Hope Works (Pty) Ltd New retest partial quantities ZAR 1
CNO0000SS 8OT0001 Bothas Networking inc New Retest usD 10
CND0000E7 HOPDO1 Hope Works (Pty) Ltd New retest 28R 1]
CNO0D0082 HOP0O1 Hope Works (Pty) Ltd New CRNote -noinvoice  ZAR 1
CND000134 HOP0O1 Hope Works (Pty) Ltd New test ZAR 1]
CND000 143 HOPOO1 Hope Works (Pty) Ltd New TEST TEST TEST ZAR 1
D000 144 YES001 Young Electric New testing1234 AR 1
CND0D0 145 PANDO1 Panda Copiers New test usD 10
CND000147 HOPOO1 Hope Works (Pty) Ltd New HW0O01111 4R 1
E] CND000148 HOP0O1 Hope Works (Pty) Ltd New HW200 R 1}
Open Windows ~ | User:JulandaK = 16/04/2021 | Version: 2.5.0.0 | Example Company v2.5.0.0 y

6. The Edit Customer Credit Note - CN[credit note number] screen will

be displayed.

CREDIT AN ITEM

7. In the items data grid, click on the row of the item you wish to remove
from the credit note.
8. Click on Delete Item.

@ Short cut key: Right click to display the Maintenance menu list. Click on Delete

Item.

9. When you receive the Confirm delete line message to confirm;
* Are you sure you want to remove this line from the credit
note?

10. Click on OK if you are certain about your selection.
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$ - ._»mcmmerc’cdmhte-:ﬂmnu BPO: Version 2.5.0.0 - Example Company v2.5.0.0 NS
| @ | Home | Equipment/Locations  Contract  Finance /MR Inventory m=n S e e e B e - & x
. 3
OX| & B8
save Back |Delete | savelayout Workspaces
Ttem -
Maintain P Format D
Customer Name Hape Works (Pty) Ltd = Reference HW200 * Billing address
Contact Name Mandy Jefferson . Status N ﬁg::ﬁgﬂ P~
Commercial Type Class Commercial = Date & Time 16/04/2021 ¥ | 15:51:36 : New Town J
Salesman John Twain ®
3 Shipping address
Billing Customer Hope Works (Pty) Ltd *  Billing Contact |Mandy Jefferson P|* 1 ToroiLeatroad 5T
Cr Hote South African Rand 100 5|* Leaf Hills
r Note Currency South African Ran Exchange Rate : oL )
Tax Rate 15.00 Durban South -
¥/ Retumn Items to Store } Addresses | RelatedRef
SuppressOnPrint  [temType | ItemCode  ItemDescription CrioteLineDescription BatchSerialNo  WarchouseName  Quantity  UnitCost  Markup  Discount | ItemPrice
L3 =) =| L3 s 3 L3 0c e = = = = =
O Parts SPA7{7MFC SP1717 Multi Functional Copier 5P 1717 Multi Functional Copier Main Warehouse 1000 0.000 0000  0.000 14,000.00
O Parts 1717-147K  Black Toner SP1717 Black Toner SP1717 Main Warehouse 2.000 0.000 0.000 0.000 800.00|
O labowr  [TTECH [T Technidan IT Technician 1000 0000 0000  0.000  177.00
& C] Select typ. _ Confirm delete line 4—‘ I --
0 Are you sure you want to renfSve thi line from the crecit note?
No |
‘= »
Comment [Labour incorrectly invoicad Sub Total 15,777.00
VAT 2,366.55
Grand Total 18,143.55
Open Windows ~

| User:Juendak | 16/04/2021 | Version : 2.5.0.0 | Example Company v2.5.0.0 ﬁl

11. The item has been removed from the credit note items data grid.

‘ ¥ Edit Customer Credit Note - : CNO0OD0148 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 [=J[B] x]
E ‘ Home | /locations  Contract  Finance fHR  [nventory |/ Projects. Sales  Service  Reporting  Utlities - & X
HOX [ B8
=
Save Back Delete | Savelayout Workspaces
Item =
Maintain P Format 4
Customer Name Hope Works (Pty) Ltd p = Reference HW200 = Billing address
Contact Name Mandy Jefferson pl= Status N 200'2::’_'7";52 p -
Commercial Type Class Commercial - Date & Time | 16/04/2021 New Town ‘
Salesman  John Twain hd
. . :| Shipping address
Billing Customer Hope Works (Pty) Ltd S Billing Contact Mandy Jefferson A* % Plot9lLeafRoad p =
)= Leaf Hills
CrNote Currency South African Rand Exchange Rate 100 Pink Town [
Tax Rate 15.00 Durban South ~
¥/ Return Items to Store Addvesces || RelatedRer
SuppressOnPrint  ltemType  ItemCode  ItemDescription CriNoteLineDescription BatchSerialNo  WarehouseName  Quantity | UnitCost Markup  Discou
v ] = o e ol A e = - = =
3 | Parts SP1717MFC  SP1717 Multi Functional Copier SP1717 Multi Functional Copier Main Warehouse 1.000 0.000 0.000 o
O Parts 1717-147C  Black Toner SP1717 Black Toner SP1717 Main Warehouse 2,000 0.000 0.000 o

*
L1}

Select typ.

4 »

b T
Grand Total 17,940.00

| User : Juiandak | 20/04/2021 | Version : 2.5.0.0 | Example Company v2.5.0.0

Comment | Labour incorrectly invoiced

Open Windows ~
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CREDIT A QUANTITY

12. Click in the Quantity column of the item you wish to change.
13. Type in or use the directional arrows to edit the quantity of the item
being credited.

SAVE CREDIT NOTE

14. When you have completed all the required information for the Credit

Note, click on Save.

‘ - Edit Customer Credit Note - : CNO000148 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 =8 | x
‘ Home /locatons  Contract  Finance fHR  Inventory /Projects i sales Service Reporting  Utiities - & X
- HE
HO X
Save | Back Delete | Savelayout Workspaces |
Item e
Customer Name Hope Works (Pty) Ltd p|= Reference HW200 - Billing address
Contact Name Mandy Jefferson pl= Status N 250'23”7";52 £ 4
Commercial Type Class Commercial v = Date & Time | 16/04/2021 ~ |15:51:36 P New Town {
Salesman John Twain Lk
— — - Shipping address

Billing Customer Hope Works (Pty) Ltd p* Billing Contact Mandy Jefferson P* 9 PotoileafRoad £ 4|
CrMNote € South African Rand 100 5| ° | |LeafHils

r Note Currency  South African Ran Exchange Rate : it [

Tax Rate 15.00 Durban South -
¥/ Return Ttems to Store addresses | Rt Rer
© SuppressOrPrint  ItemType  ItemCode  ItemDescription CriNoteLineDescription BatchSerialo  WarehouseName  Quantity  UnitCost  Markup  Discout
v = = W o o o0 o0 = = = =
O Parts SP1717MFC SP1717 Multi Functional Copier SP1717 Multi Functional Copier Main Warehouse 1,000 0,000  0.000 9

& No INVN 1717-147  Black Toner SP1717 Black Toner SP1717 Main Warehouse 0,000  0.000 a

s B skaw | |

4 »

Comment | Labour incorrectly invoiced Sub Total 15,600.00

VAT 2,340.00

Grand Total 17,940.00

Open Windows ~ | User : Juiandak | 20/04/2021 | Version : 2.5.0.0 | Example Companyv2.5.0.0

You will return to the Sales Credit Notes listing screen.

Related Topics

e Create a Linked Credit Note
e Cancel or View a Credit Note
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e Credit Note Process

¢ Credit Note Print Process

MNU.064.005
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