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SALES

CREDIT NOTES - EDIT CREDIT NOTE

Ribbon Access: Sales > Credit Notes

$ - BPO: Version 2.4.0.11 - Example Company [(=JB
% VEqupmenUanﬁm Contract Fr}mc: JHR Im-enh;r;f [ Projects Mar f i i Sales Service Rq;qmg Utilities
& @ B &% E §EE LB B

= s = 5 e =

Customers Services Templates Commercials | POSLite Quotes Orders Invoices | Credit | Statement
Notes 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
@ | tome | Equpment/locaons  Contract  Finance /MR Inventory [Projects Sees  Service  Reportng  Utlies - &
al = § g == s )
Q2% E ~» o = < = &
Add | Edit |Delete View | Releasefor Remove from e Reject | Savelayout Workspaces =5 Export Refresh
Approval v
Links a ‘ \.
E £
CrNoteNo CustomerCode CustomerName Deptiame CriNoteStatusDesc CriNoteDesaription Curency  ExchangeRate
Functions ML kel L kg G o0 0 =
CNODD00S7 cusoo1 Cash Sales Account New 1234 R 1
Returns QN0D0059 DER0O1 Derton [ Technologies New retest AR 1
CNO0000S0 HOPQO1 Hope Works (Pty) Ltd New retest ZAR 1
CNODD006 1 DER0OO1 Derton / Technologies New retest ZAR 1
CNO000063 HOPOO1 Hope Works (Pty) Ltd New retest without refere . ZAR 1
CNODDD064 HOPOO1 Hope Works (Pty) Ltd New retest partial quantities ZAR 1
CNOD0006S BOT0001 Bothas Networking inc New Retest usp 10,
CN0000067 HOP0O1 Hope Works (Pty) Ltd New retest AR 1
CNODD0082 HOPOO1 Hope Works (Pty) Ltd New CRNote -noinvoice  ZAR 1
CNO000134 HOP0O1 Hope Works (Pty) Ltd New test ZAR bl
CNOD00143 HOP0O1 Hope Waorks (Pty) Ltd New TEST TEST TEST ZAR 1
CNO0DD144 YES001 Young Electric New testing1234 88 1
CNODDD145 PANDOL Panda Copiers New test usd 10)
CNO000147 HOPOO1 Hope Works (Pty) Ltd New HW001111 R 1
E]mmmua HOPOO1 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 4

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

displayed.

CREDIT NOTE HEADER

7.
required.
You can choose to deselect the Return Items to Store check box if it

has been selected when the Credit Note was created.

E/j Note that the example has the Return Items to Store check box unavailable

because the Credit Note currently only has labour listed and therefore no items

need to be returned to store.

ADDRESSES TAB

Make the necessary changes to any of the Credit Note header details as

9. Make the necessary changes to either the Billing or Shipping addresses,

if required.
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Open Windows ~

$ - Edit Customer Credit Note -  CNO000148 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 — (e ][x
@ | Home | Equipment/locations  Contract  Finance /R Inventory s e N e B - & x
W HE
HOX EE
Save Back Delete | Savelayout Workspaces
Ttem -
Maintair ’ Format " @
Customer Name Hope Works (Pty) Ltd Pl Reference HW200 Billing address
Contact Name Mandy Jefferson Pl Status N ES:::‘HT:Z P~
Commercial Type Class Commercial Date & Time 16/04/2021 v|1s51036 2 New Town
Salesman JohnTwan v
Shipping address
Billing Customer  Hope Works (Pty) Ltd £ *  Billing Contact Tm Matthews M | -
CrNote Currency South African Rand Exchange Rate 100 5 *
TaxRate 15.00 15.00
Return Items to Store Addresses ‘ Related Ref ‘
SuppressOnPrint  ItemType  ItemCode  ItemDescription CriNoteLineDescription BatchSerialNo  WarehouseName  Quantity  UnitCost  Markup  Discount  ItemPrice
L3 =) = e 0 e 0 e = = = = =
» (W] labour  [TTECH [T Technican IT Technician 1000 0.000 0000 0000  643.00
Sub Total 543.00 |
VAT 96.45
Grand Total 739.45

| User; Julandak | 16/04/2021 | Version: 2.5.0.0 | Example Company v2.5.0.0 4

RELATED REFERENCES TAB

You can to link an /nvoice, Work Order, Contract or Project to the Credit Note.

10. Click on the Related Reference tab to display the Reference Type and

Reference No panel.

* The Reference Number(s) will populate with the references

previously linked to the Credit Note.

Link Credit Note to an Invoice

11.
12.

order screen.
13.

14. Click on OK.
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Click on the button to display the Select the related invoice for this

Click on the row of the invoice you wish to link to this credit note.
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‘ id Edit Customer Credit Note - : CNO000148 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 =8| x
| @ | ome | Espment/tocabions  Contrect _ Finance /R Inventory Mo [Projects _ Manufoctring _ Proasement _ Sakes _ Serice  Reporing _Uibes o
CA (el
HO X ==
=] -
Save Back Delete Save Layout Workspaces R
Ttem - Ceen
A Format S &
Customer Name |Hope Works (Pty) Ltd ol Reference W20 . - - - ReferenceType  ReferenceNo
Contact Name Mandy Jefferson P+ Status N -~ serial No
Commercial Type Class Commercial v|s Date & Time | 16/04/2021 v [15:51:36 Call Reference

— = I No .
4l Select the related invoice for this order < e | ] s T~ H
_ Reason Code
Work Order Re.
90 = =
Save Layout -
[ Aceresses [ rebotearer [ 4———————————@)

WarehouseName ~ Quantity  UnitCost Markup  Discount  ItemPrice

] o Al = = = = =
L4 InvoiceNo | CustomerC.. CustomerName InvoicsDate  DeptName  Invoi 1.000 0.000  0.000 0.000  643.00
L v e e o0 = o LB ||  — —

INVOD00528  HOPOO1 Hope Works (Pty) Ltd 20/04/2020 Pr

INVOD00530  HOPDO1 Hope Works (Pty) Ltd 20/04/2020 pr

INVDDDDS35  HOPDD1 Hope Works (Pty) Ltd 24/04/2020 pr

INVDDDDS44  HOPOO1 Hope Works (Pty) Ltd 01/03/2021 Pr

mmvnoeom HOPOO1  Hope Works (Pty) Lid 16/04/2021 prl)

»
Comment |Labour incorrecty invoiced \. Sub Total 643,00
VAT 96.45
Grand Total 733.45

Open Windows ~ | User; Julandak | 16/04/2021 | Version: 2.5.0.0 | Example Company v2.5.0.0 Q

15. The Items data grid will populate with the selected invoice details.

@ Note that the example has the Return to Store check box now available.

16. When you receive the Parts Processing message to confirm;
* Do you wish to return the items to the store?

Return Items to Store

17. Select Yesif:
* You are crediting a cancelled order, an over-supply, or an

incorrect part.
e This will raise a return request to return the items to store.
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$ - Edit Customer Credit Note - : CNO000148 —(
e Home | Equipment/locatons  Contract  Finance /HR Inventory  Maintenance [Projects ~ Manufacturing  Procurement  Sales  Service  Reportng  Utiities - &
W HE
HOX EE
Save Back Delete | Savelayout Workspaces
Ttem -
Format D>
Customer Name | Hope Works (Pty) Ltd ol Reference HW200
Contact Name Mandy Jefferson P+ Status N
Commercial Type Class Commercial Date & Time 16/04/2021 ¥ | 15:51:36 :
Salesman John Twain v e
Billing Customer Hope Works (Pty) Ltd p = Billing Contact Mandy Jefferson Dl
Cr Note Currency South African Rand 1 Exchange Rate 100 &
TaxRate 15.00 - 15.00
! Retum Items to Store ‘ Addresses | Related Ref
SuppressOnPrint | ltemType | ItemCode | ItemDescripion | Parts Processing 4—. BatchSeriaNo | WarchouseName | Quantity  UnitCost  Markup  Discount | ItemPrice
v a = o e o A0 o0 = = = = =
— - ©°
» =] Parts SPI71TMFC SP1747 Multi Fung 0 Do you wish to rétarn the items to the store? Main Warehouse 1,000 0.000 0,000 0000 14,000.00]
Parts 1717-147€  Black Toner SP17 Main Warehouse 2.000 0.000 0.000 0.000 800.00|
O Labour ITTECH IT Technidian 1.000 0.000  0.000 0000  177.00
« B seeaw [
— [ ——
A
»
Comment |Labour incorrectly invoiced Sub Total 15,772.00

Open Windows ~

VAT 2,366.55
Grand Total 18,143.55

| User; Julandak | 16/04/2021 | Version: 2.5.0.0 | Example Company v2.5.0.0 4

18. The Return Items to Store check box will be marked.

19. When you receive the Return Processing message requesting;
* Do the items being returned to the store need to be

replaced?

20. Click on Yes.
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‘ ¥ Edit Customer Credit Note - : CNO000148 =B x
@ | Home | Equpment/locaons  Contract  Finance /MR Inventory  Maintenance Projects  Manufactwing  Procurement  Seles  Service  Reporng  Uiities - & x
3 g [—}
HO X CH]
save Bak Delete | Savelayout Workspaces
Item =
@
Customer Name Hope Works (Pty) Ltd p* Reference HW200
Contact Name Mandy Jefferson P+ Status N
Commercial Type Class Commercial v Date & Time 16/04/2021 v|1s5036 2
Salesman JohnTwan v
Billing Customer  Hope Works (Pty) Ltd £ *  Billing Contact Mandy Jefferson Pl
CrNote Currency South African Rand Exchange Rate 100 5 *
TaxRate 15.00 - 15.00
W/ Return Ttems to Store 4—. Addresses | Related Ref
SuppressOnPrint  ItemType  ItemCode  ItemDescription CriNoteLineDescription BatchSerialNo  WarehouseName  Quantity  UnitCost  Markup  Discount  ItemPrice
v ] = e e o0 e o = = = = =
» O Parts SPL717MFC SP1747 Multi Functional Copier 5P1717 Mult Functional Copier Main Warehouse 1,000 0.000 0,000 0,000 14,000.00

Parts 1717-147%K  Black Toner 5P Main Warehouse 2.000 0.000 0.000 0.000 800.00)
Return Processing 4—.
Labour ITTECH IT Technician -7 1.000 0.000 0.000 0.000 177.00,

*
1]

Select typ -
-
0 Do the items being returned to the store need te be replaced?

o [ =

¥
Comment |Labour incorrecty nvoiced Sub Total 15,777.00
VAT 2,366.55
Grand Total 18,143.55

Open Windows ~ | User; Julandak | 16/04/2021 | Version: 2.5.0.0 | Example Company v2.5.0.0 y

Not returning items to store

For POS or OTC Credit Notes, you will always select NO. If a replacement is required, a

new POS Invoice must be raised

20. When you receive the Parts Processing message to confirm;
* Do you wish to return the items to the store?

21. Select No if:
* You are crediting the selling price or to re-invoice the cor-

rect selling price.

A The option you choose will be applied on all items with /tem
Type - Parts.
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® -
X
HO X =

Home:

Item

Customer Name  Hope Works (Pty) Ltd
Contact Name Mandy Jefferson
Commercial Type Class Commercial
Salesman  John Twain
Billing Customer  Hope Works (Pty) Ltd
CrNote Currency | South African Rand

TaxRate 1500 -

"] Return Ttems to Store

Equipment / Locations

Edit Customer Credit Note - : CNO000148

Contract

=m
=1

Save Back Delete Savelayout Workspaces

Finance /HR

Inventory

Maintenance {Projects  Manufacturing

Procurement

Sales

Service

Reporting  Utiities

SPI7ATMFC  SP1717 Multi Fung
1717-147  Black Toner SP17

SuppressOnPrint  [temType  ItemCode
v E] = 0
» O Parts
Parts
Labour ITTECH
* C) Select typ.

L Reference HW200
P Status N
- Date & Time 16/04/2021 v|1s51036 2
Pl* Billing Contact Mandy Jefferson pl*
Exchange Rate 1.00 5
15.00
HemDesapton | Parts Processing 4—'

o

IT Technidan

0 Do you wish to return the items to the store?

idresses | Related Ref

BatchSerialNo  WarehouseName  Quantity  UnitCost  Markup  Discount  ItemPrice

o0c

l

allc
Main Warehouse
Main Warehouse

Comment

Open Windows ~

Labour incorrectly invoiced

0.000
0.000  0.000
0.000 0.000

1.000 0.000
2.000

1.000

Sub Total

VAT 2,366.55
Grand Total 18,143.55

| User; Julandak | 16/04/2021 | Version: 2.5.0.0 | Example Company v2.5.0.0 4

0.000 14,000.00)
800.00
177.00)

0.000
0.000

15,772.00 |

Add Reason Code

Still on the Related References panel;

22.
23.

ellipsis button.

24.

note screen.

Scroll down until you can view the Reason Code reference type.
Click in the Reference No text box of the Reason Code to display the

Click on the button to display the Select the reason for this credit

E/j If the codes have not yet been configured, or the code you need to use has

not yet been set up, then it needs to be added in Static Data:Sales Credit Note

Reason.

[:/T You can also do a Credit Notes - Partial Credit Note.

25. Click on the row to select the reason for this credit note.

CO3 Technologies (Pty) Ltd © Company Confidential
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26. Click on OK
¢ The Reason Code will be recorded in the Related References

panel.

$ - Edit Customer Credit Note - : CNO000148 - ion 2.5.0.0 - v25.00 — (o (x]
| @ | tome | Eoupment/locatons  Contiact  Finance/HR  Inventory Mo {Projects Seles  Service  Reporng  Utiities - & x|
< ‘ =
HO X ] -
= =
Save Back Delete | Savelayout Workspaces
Ttem - .
P Forma Yol o
Customer Name Hope Works (Pty) Ltd pe Reference HW200 - ReferenceType [ReferenceNo S.. .
Contact Name Mandy Jefferson e Status N e i T :
Commercial Type Class Commercial v . Date & Time 16/04/2021 - 15503 o CalReference : LTS
b R—— Tl Invoice No INVD000549 M o
N .
Billing Customer Hope Works (Pty) Ltd £*  Billing Contact Mandy Jefferson R Ll —A— = EN
CrNote Currency South African Rand E———————Y Work Order Re.
a7 Select the reason code for this credit note < - - - =8| x
Tax Rate " S
| Home | S R, -
¥/ Return Ttems to Store - : @ ‘
SuppressOnPrint  ItemType | [temCode @ @ ame | Quantty | UnitCost Markup  Discount | [ItemPrice
. & = ~ Back | Savelayout = = — = =
» O Parts SPL7IMFC Process & |use 1000 0.000  0.000  0.000 14,000.00
Parts 1717-14% use 2000 0000 0000 0000 800.00)
| Labour ITTECH 1.000 0.000  0.000 0.000  177.00
I [| ek cotepin I
v o ol
1 Order Cancelled
2 Incorrect Seling Price
Technidan Fault
.—> | Within service contract
Incorrect part
s 6 Oversupply i
Comment [Labour ncorrectly invoiced Sub Total 15,777.00
VAT 2,366.55
Grand Total 18,143.55
Open Windows v | User : JuandaK | 16/04/2021 | Version: 2.5.0.0 | Example Companyv2.5.0.0

DELETE LINE ITEM

1. Toremove a line item, click in the row of the item you wish to remove.
2. Click on Delete Item.
3. When you receive the Confirm delete line message to confirm;
* Are you sure you want to remove this line from the credit
note?
4. Click on OK if you are certain about your selection.
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$ - Edit Customer Credit Note - : CNO000148 ersion 2.5.0 ample Co Y v2.5.0.0 ==
| e | Home | Equipment/locations  Contract  Finance /HR  Inventory fProjects  Manufacturing  Procurement  Sales  Service  Reportng  Utiities - 5
a . =HE
Mo X B
=
Save  Back |Delete | Savelayout Workspaces
Item -
Format o
Customer Name Hope Works (Pty) Ltd Pl Reference HW200 Billing address
Contact Name Mandy Jefferson P Status N ﬁg:::f;lzﬂ P~
Commercial Type Class Commercial M Date & Time 16/04/2021 ¥ | 15:51:36 : New Town
Salesman John Twain v *
. Shipping address
Billing Customer Hope Works (Pty) Ltd Pbd Billing Contact Mandy Jefferson p* [PotoileafRoad  p 4|
[South AanRad | T im A Leaf Hils
Cr Note Currency South African Rand Exchange Rate 100 5 s
Tax Rate 15.00 Durban South
¥/ Retumn Items to Store Addresses | RelatedRef
SuppressOnPrint  ItemType  ItemCode  ItemDescription CrioteLineDescription BatchSerialNo  WarehouseName ~ Quantity  UnitCost Markup  Discount  ItemPrice
L3 =) =| L3 o0 e 0c e = = = = =
o Parts SPI7ATMFC SP1717 Multi Functional Copier 5P1717 Multi Functional Copier Main Warehouse 1000 0.000 0000  0.000 14,000.00)
Parts 1717-147K  Black Toner SP1717 Black Toner SP1717 Main Warehouse 2.000 0.000 0.000 0.000 800.00|
Labour ITTECH IT Technician IT Technician 1.000 0.000 0.000 0.000 177.00,
. ) Select typ Confirm delete e () I
o Areyou sure you want to renfSve thi line from the crecit note?
Comment |Labour incorrectly invoiced Sub Total 15,772.00
VAT 2,36.55
Grand Total 18,143.55
‘ Open Windows ~ | User: JuiandaK | 16/04/2021 | Version: 2.5.0.0 | Example Company v2.5.0.0 ”ﬂi

The Item Line has been removed from the Credit Note.

ADD ADDITIONAL LINE ITEM

To add an additional Line Item to the Credit Note,

1. Click in the Item Type text box of the next available row, to display the
down arrow.

2. Click on the arrow to display the drop-down menu list.

3. Select the Item Type that you wish to add to the Credit Note.
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$ - Edit Customer Credit Note - : CN0000148 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 — (8 (X
" § | Home | Equipment/locations  Contract  Finance /HR Inventory i /Projects r Seles  Service  Reporng  Utiities - & x|
o =]
HOX EE
=
Save Bak Delete | Savelayout Workspaces
Ttem -
Format 4 D>
Customer Name Hope Works (Pty) Ltd Pl Reference HW200 * Billing address
Contact Name Mandy Jefferson Pl Status N ﬁg:::f;lzﬂ P~
Commercial Type Class Commercial v e Date & Time 16/04/2021 ¥ | 15:51:36 : New Town
Salesman John Twain v e
. Shipping address
Billing Customer Hope Works (Pty) Ltd P Billing Contact Mandy Jefferson p* [PotoileafRoad  p 4|
[South AfianRand - | 100 4* Leaf Hills
Cr Note Currency South African Rand Exchange Rate 1.00 5 =it
Tax Rate 15.00 Durban South
¥/ Return Items to Store Addresses | RelatedRef
SuppressOnPrint  ItemType  ItemCode  ItemDescription CrMotelineDescription BatchSerialNo  WarehouseName ~ Quantity  UnitCost Markup  Discount  ItemPrice
L3 =) =| L3 s 3 e 0c e = = = = =
a Parts SP1717MFC SP1717 Multi Functional Copier 5P1747 Mult Functional Copier Main Warehouse 1,000 0.000  0.000 0,000 14,000.00)
Parts 1717-147K  Black Toner SP1717 Black Toner SP1717 Main Warehouse 2.000 0.000 0.000 0.000 800.00|
6 B gl N
/ Tyee | # Description
CRFT Labour
CTRT Sub Contracts
BEXPS Expenses
INVN Parts
SERV Internal Service
TR Travel
WARR Warranty
x
Comment | Labour incorrectly invoiced Sub Total 15,600.00
VAT 2,340.00
Grand Total 17,340.00
Open Windows ~ | User: JulandaK | 16/04/2021 | Version: 2.5.0.0 | Example Company v2.5.0.0 Q

4. The Item Type field will be updated with your selection.
5. Click in the Item Code text box to display the ellipsis button.
6. Click on the ellipsis button to display the Select a [ ] screen.

E/T The Select a [ ] screen that is displayed, will be according to the /tem Type

you have selected, i.e. if Labour had been selected, then the Select a craft screen

would display.

* The example has Sub Contracts selected as the Item Type
and therefore the Select a service screen.
7. Click in the row of the Item Code you wish to add.
8. Click on OK.
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$ - Edit Customer Credit Note - : CNO000148 - £70: Version 2.5.0.0 - Example Company v2.5.0.0 NS
[ @ | Home | Equpment/iocaions  Contract  Finance /MR Inventory e it M oo et i S S e e M ks - & x
A p HE
HOX
=
Save Back Delete | Savelayout Workspaces
Ttem -
Maintain - Format 4 o)
Customer Name Hope Works (Pty) Ltd Pl Reference HW200 * Billing address
Contact Name Mandy Jefferson Pl Status N ﬁﬂ,ffﬁfz P~
Commercial Type Class Commercial v e Date & Time 16/04/2021 ¥ | 15:51:36 : New Town
Salesman John Twain v e
— 5 T Shipping address
Billing Customer Hope Works (Pty) Ltd P Billing Contact Mandy Jefferson p* [PotoileafRoad  p 4|
CrMNote Currency South African Rand Exchange Rate 100 2% ;ﬁﬂ;ﬁn
Tax Rate 15.00 Durban South v
¥/ Retumn Items to Store T } Addresses | RelatedRef
SuppressOnPrint  ItemType ItemCode 1 i [ _ | o | x ||Quanty UniCost Markup Discount | ItemPri
] =) = i 0 1 = = = = =

] Parts SP171MMFC 171] - - 1.000 0.000 0.000 0.000 14,000]
O Parts 1717-147K Plack T] “ @ 2,000 0.000  0.000 0.000  800f
Ok Back

| @—{Sotms,  ENE ol oo N o o
/ Process Format .

ServiceCode | ServiceDescription Type Class Rate Units
v o e 0e ol - ol
INST Installation Fee INT SER 1,200.00 ea
DEL Delivery Fee INT SER 550.00 ea
Comment Labour ncorrectly nvoiced [] cea == = == S Sub Total 15,600.00
SET Settlements INT SER 500.00 ea
INSP Inspection INT SER 650.00 ea VAT R
TOLL Toll Fee EXT SER 250.00 ea || Grand Total
‘ »
Open Windows ~ TUser : JuiandaK | 16/04/2021 | Version : 2.5.0.0 | Example Company v2.5.0.0 QJ

9. The Line Item will auto-populate once the Item Code has been selected.

Quantity, Discount and Item Price

9. To make changes to the Quantity, Discount or Item Price, click in the
text box to type in or use the directional arrows to enter the correct

amount.
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® - 188 et rode Mete(MOO00 |48 GPO Versms 1580 (nemple (empeny vi 308 - o
@ — ewitjeates Covet  ewR ey e S S Sy e - & x
-
HOoOXx | H
SR T —
—— .
Conbommes Bamme g vy P Brbereme - By b
Comtact Mamme s e o ot PO e
et -
Commmewcnal ~ow awn ——— Date & Teme - » -
Sabesanan v -
Nhppeny sddreee
Wil (wnbmmers o s P Bl (bt ot 91 Lot faad
- o' -
Cr Mute Curvemcy - - e | change Rate e
Tan Rate x rver -
/ Rt Mo to More -— =
g e - g - T e e e Bt e o - D, ren_ont e -t s
" ° © kl 2 °
ren PUIMC P11 At Caper P 1717 Pt Coper - - o e oam 00 1A
fun 710N ek Terer ST Sack Yo #1717 - © oox ) w
o Sub Contracts | DEA | Dealer Service Fee Dealer Service Fee 1000 0000 0000 0000 3
S e — j— - =
Commont s rcwret, raet — 190 ®
var imw
Totad e w
Cpan Wrdees ~ e Merds.  AAYEIL  vewen 1304 Caeegie Compery +1 500

RETURN AN INDIVIDUAL ITEM

From the Item Data Grid, you have an option to choose whether to return an individual

item to store and replace it or not. The choice you make will apply to the selected item
only.

1. Use the scroll bar at the bottom of the screen to scroll until the Return
To Store column is visible on the screen.

2. Click in the Return To Store column of the item that needs to be
returned to store.

3. Click on the down arrow to select the relevant option from the drop-

down menu.
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[

. Edit Customer Credit Note - : C0000148 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 (=Ja]
$ | Home | Equpment/Locations  Contract  Fimance /HR Inventory i /Projects Factur Sales  Service  Reportng  Utlites = B X

HOX ®|

Save Back Delete | Savelayout Workspaces
Item =

g ) .
Customer Name  Hope Works (Pty) Ltd Pl Reference HW200 Billing address
Contact Name Mandy Jefferson R Status N PO Box 7452 p =
= Forest Hills
Commercial Type Class Commercial - Date & Time | 16/04/2021 v |15:51:36 - New Town
Salesman John Twain v|®
P Shipping address h .
Billing Customer  Hope Works (Pty) Ltd £ *  silling Contact Mandy Jefferson P * Y Dotoilesfroasd P 4| ’
Cr Note C South African Rand 100 5% LeafHils
¥ Note Currency South African Ran Exchange Rate : LeafHils
Tax Rate 15,00 Durban South
/| Return Items to Store addresses | ReltedRer
Desaription BatchSerialNo | WarehouseName  Quantity  UnitCost Markup | Discount  [temPrice  BaseCcyPrice  TaxRate | Department inemmmswg |Red.ace Status
? o0c e = = = = = = = s o e o
£ Iti Functional Copier Main Warehouse 1000 D000 0.000  0.000 14,000.000 | 14000000  15.000 SalesDepartment Yes _ v [+]no A
‘stz Main Warehouse 2000 0000 0000 0000  800.000 800.000 15,000 Sales Department A
e 1.000 0.000 0.000 0.000 550.000 550.000 1[5.000 Sales Department N < No A

C I I |

"z »
Comment | Labour incorrectly invoiced Sub Total 16,150.00
VAT 2,422.50

Grand Total 18,572.50

Open Windows = | User : Julandak | 19/04/2021 | Version: 2.5.0.0 | Example Company v25.0.0

REPLACE AN ITEM

After choosing to return an item to store, you can choose whether to replace the item or
not. The choice you make will only apply to that selected item.

1. Use the scroll bar at the bottom of the screen to scroll until the Return

To Store column is visible on the screen.
2. Click in the Replace column of the item that needs to be replaced.
3. Click on the down arrow to select the relevant option from the drop-

down menu.
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TECHMNOLOGSTES

Credit Notes - Edit Credit Note

/| Return Items to Store

° = Edit Customer Credit Note - : CNO000148 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 -8/ x
i e ‘ Home | Equipment /Locations ~ Contract  Finance /HR  Inventory 1 | Projects i Sales  Service  Reporting  Utilities - & X
HOX =
Save Back Delete | Savelayout Workspaces
Item S
Maintain i Format o
Customer Name Hope Works (Pty) Ltd P Reference HW200 Billing address
Contact Name Mandy Jefferson Pl Status N PO Box 7452 p -
- Forest Hills f
Commercial Type Class Commercial - Date & Time | 16/04/2021 v |15:51:36 = New Town
Salesman John Twain -
— —_— Shipping address
Billing Customer  Hope Works (Pty) Ltd P+ Billing Contact Mandy Jefferson P+ [Plot9iLeafRoad P |
- Leaf Hills
Cr Note Currency South African Rand Exchange Rate 100 5 Frdioesd (
Tax Rate 15.00 Durban South v

Addresses | Related Ref

Description BatchSerialNo  WarehouseName | Quantity  UnitCost Markup  Discount  ItemPrice  BaseCcyPrice  TaxRate | Department
v o o = = = = = = = e ol B . e
£ 1t Functonal Copier Main Warehouse 1000/ 0000 0000  0.000 14,000.000  14,000.000  15.000 SaesDepartment Yes o V]
"SP1717 Main Warehouse 2.000 0.000 0.000 0.000 800.000 800.000 15.000 Sales Department Yes Yes
e 1.000 0.000 0.000 0.000 550.000 550.000 .

C I I

/RetumTostore [Redaceyr ]s«ams

15.000 Sales Department No

»

Comment | Labour incorrectly invoiced

Sub Total 16,150.00

VAT 2,422.50

Grand Total 18,572.50

| User : JuandsK | 19/04/2021 | Version: 2.5.0.0 | Example Company v25.0.0

Each line item will show whether;

i. areturn request will be raised to stores for return of the part and/or

ii. whether a replacement part is required.

SUPPRESS ON PRINT

1. You have an option to suppress items on print by clicking on the Sup-
press On Print check box.
2. Only click on this check box in the row of the items that you do not

want visible on the printed credit note.

A The Sub/Grand Total will not be affected, but the selling prices that are vis-

ible will not match up with the credit note total.
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TECHMNOLOGSTES

Credit Notes - Edit Credit Note

/| Return Items to Store

$ - Edit Customer Credit Note - : CNO000148 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 =J(=](x
| & | Home | Equpment/Locations  Contract Finance [HR Inventory i /Projects i Sales  Service  Reportng  Utlites - & X
-
HOX |
=]
Save Back Delete  Savelayout Workspacss
Item v
Maintain ‘ Format )
Customer Name Hope Works (Pty) Ltd P Reference HW200 Billing address
Contact Name Mandy Jefferson R = Status N ;gz:tx’_mﬂ p =
Commercial Type Class Commercial - Date & Time | 16/04/2021 v |15:51:36 = New Town (
Salesman John Twain v|®
—_— Shipping address
Billing Customer .Hopa Wiorks (Pty) Ltd P+ Billing Contact Mandy Jefferson pl* Plot91leafRoad  © |
al= Leaf Hills
Cr Note Currency South African Rand Exchange Rate 100 5 e To (
Tax Rate 15,00 Durban South v

| Addresses | Related Ref

| SuppressOnPrint ItemType ItemCode ItemDescription CriNoteLineDescription
B B = e e o0
3 'm| Parts SP1717MFC  SP1717 Multi Functional Copier SP1717 Multi Functional Copier
j Parts 1717-14%  Black Toner SP1717 Black Toner SP1717
Sub Contr... DEL Delivery Fee Delivery Fee
T e

BatchSerialNo | WarchouseName  Quantity  UnitCost  Markup  Discount
e W = = = =

Comment | Labour incorrectly invoiced

Main Warehouse 1.000 0.000 0.000 0.004
Main Warehouse 2,000 0.000 0.000 0.004
1.000 0.000  0.000 0.0
»
Sub Total 16,150.00
VAT 2,422.50
Grand Total 18,572.50

| User : JuandsK | 19/04/2021 | Version: 2.5.0.0 | Example Company v25.0.0

REFERENCE AND COMMENT

1. Click on the Reference number text box to type in a reference number

or to make a change to the existing reference number.

E/] Note that the reference number is a compulsory field and you will not be

able to save the Credit Note without a reference number.

2. Click in the Comments text box to type in a comment stating the

reason for issuing the Credit Note or to make a change to the existing

comment. The comment will display on the Credit Note.

SAVE CREDIT NOTE

3. When you have completed making the required changes, click on Save.
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TECHMNOLOGSTES

Credit Notes - Edit Credit Note

= Edit Customer Credit Note - : CNO000148 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 [=Jlo ]l x
il Home | Equipment /Locations ~ Contract  Finance /HR  Inventory | Projects. Sales  Service  Reporting  Utilities - & X
i N
Hox ®
=1
Save | Back Delete | Savelayout Workspaces
Item N
Maintain g - D
Customer Name | Hope Works (Pty) Ltd P |Reference Hw200 Billing address
Contact Name Mandy Jefferson P Status N 200(2::’_'1;51 p -
Commercial Type Class Commercial v = Date & Time | 16/04/2021 v |15:51:36 = New Town (
Salesman John Twain -
5 ’ | Shipping address
Billing Customer Hope Wo_rks (Pty) Ltd P+ Billing Contact Mandy Jefferson P* 7 Potoileafroad P <]
i al= Leaf Hills
Cr Note Currency South African Rand Exchange Rate 100 5 Frdioesd (
Tax Rate 15.00 Durban South v
Return Items to St
v rn Items ore Addresses | Related Ref

SuppressOnPrint  ItemType  [temCode  ItemDescripton CrNoteLineDesaription BatthSerialNo | WarchouseName  Quantity  UnitCost | Markup  Discount
v =] = O ol e o o = = = =
» u

Parts SP1717MFC  SP1717 Multi Functional Copier SP1717 Multi Functional Copier Main Warehouse 1.000 0.000 0.000 0.004

j Parts 1717-14%  Black Toner SP1717 Black Toner SP1717 Main Warehouse 2,000 0.000 0.000 0.004

a Sub Contr... DEL Delivery Fee Delivery Fee 1.000 0.000 0.000 0.000
cE sew — ——

®

Comment | Labour incorrectly invoiced

Grand Total 18,572.50

| User : JuandsK | 19/04/2021 | Version: 2.5.0.0 | Example Company v25.0.0

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
e Partial Credit Note

¢ Credit Note Print Process

MNU.064.003
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