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Credit Notes - Cancel a Credit Note

SALES

CREDIT NOTES - CANCEL A CREDIT NOTE

Deleting a Sales Credit Note will not remove it from the system, but the

Status will changed to Cancelled.

Ribbon Access: Sales > Credit Notes
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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.
* A Credit Note can only be cancelled when it appears in the
New status.
4. Click on the row of the credit note you wish to cancel.
5. Click on Delete.

@ Short cut key: Right click to display the All groups menu list. Click on Delete.
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CNDOD0S7 cus001 Cash Sales Account New 01234 AR
CNODD0DS3 DER001 Derton / Technologies New retest AR
(CNDODODE0 HOPOO1 Hope Works (Pty) Ltd New retest AR
CNDOD0061 DER001 Derton / Technologies New retest 2R
CND000063 HOP0O1 Hope Works (Pty) Ltd New retest withoutrefere.. ZAR
CNDOD0DE4 HOP0D1 Hope Works (Pty) Ltd New retest partial quantities ZAR
CND0DODSE BOT0001 Bothas Networking inc New Retest usp
CND000067 HOPOO1 Hope Works (Pty) Ltd New retest 2R
CNO000082 HOPOO1 Hope Works (Pty) Ltd New CRNote - noinvoice  ZAR
CNO0D0134 HOPDO1 Hope Works (Pty) Ltd New test 2R
CND0D0143 HOPOO1 Hope Works (Pty) Ltd New TEST TEST TEST AR
CND0D0144 YES001 Young Electric New testing1234 R
E| CNODDD145 PANOD L Panda Copiers New test usD
CNO000147 HOPOO1 Hope Works (Pty) Ltd New HWO01111 AR
CNDODO148 HOPOO1 Hope Works (Pty) Ltd New HW200 ZAR
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6. When you receive the Confirm delete Credit Note message to confirm;
* Are you sure you want to delete this Credit Note?

7. Click on Yes if you a certain about your selection.
* Click on No, to ignore the request and to leave the Credit

Note in the New status.
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CNOODOOS7 CUs001 (Cash Sales Account New w1234 ZAR
CND000059 DER001 Derton / Technologies New retest AR
(CND000060 HOP0O1 Hope Works (Pty) Ltd New retest AR
CNOODOOG1 DER0O01 Derton / Technologies New retest ZAR
CNO000063 HOPOO1 Hope Works (Pty) Ltd New retest withoutrefere... ZAR
CND000064 HOPOO1 Hope Works (Pty) Ltd New retest partial quantites ZAR
(CNDOD0D6E BOT0001 Bothas Networking inc New Retest usb
CNO0000&7 HOP0O1 Hope Works (Pty) Ltd New retest ZAR
CND0D00082 HOPOO1 Hope Works (Pty) Ltd New CRNote - no invoice AR
CND0D0134 HOPOO1 Hope Works (Pty) Ltd New test AR
(CND000143 HOP0O1 Hope Works (Pty) Ltd New TEST TEST TEST ZAR
CNO0D0144 YES001 Young Electric New testing1234 AR
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8. You will return to the Sales Credit Notes listing screen.

[:J The Credit Note is no longer available in the New Status.

9. Change the Status to Cancelled,
10. To view the Cancelled Credit Note in the data grid list.
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HOP0O1 Hope Works (Pty) Ltd Cancelled inv0000299 usD
DER001 Derton / Technologies Cancelled retest ZAR
BILO0O1 Billys Barn Cancelled unlinked credit note  ZAR
BIGO0D1 Big Bargains Cancelled test ZAR
HOPOO1 Hope Works (Pty) Ltd Cancelied unlinked ¢r note ZAR
» |croooo14s PANOO1 Pands Copiers Cancelled test usp
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