cC =
Credit Notes - Approve Credit Note

SALES

CREDIT NOTES - APPROVE CREDIT NOTE

Ribbon Access: Sales > Credit Notes

° £ BPO: Version 2.4.0.11 - Example Company — B ] x
@ | Ewipment/locaons  Contact  France [HR  Inventory e [Projects  Mar i Procurement | Sales = Service  Reporting  Utiities
x = = = = = [alral @
~ . = = = P —
B 4 B @ 5 EE | E
Customers Services Templates Commercials | POSLlite Quotes Orders Invoices | Credit | Statement
Notes Run
o

[ERN

. 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 Released.
4. Click on the row of the credit note you wish to approve.

5. Click on Approve Cr Note.

@ Short cut key: Right click to display the All groups menu list. Click on Approve.
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CNO0000 18 DER001 Derton / Technologies Released test 28R
Retums CN0000037 YES001 Young Electric Released 123456 ZAR
CNOD0D038 SAMOO1 Samanthas Diner Released test R
CNO000042 HOP0O1 Hope Works (Pty) Ltd Released V0000299 2R
CNO00D0S4 HOPOO1 Hope Works (Pty) Ltd Released 1234 AR
CNO00DOSS HOPOO1 Hope Works (Pty) Ltd Released test R
CNOODD062 HOP0O1 Hope Works (Pty) Ltd Released retest o note 2R
CNOD00083 HOPOO1 Hope Works (Pty) Ltd Released CRNote2 R
CNOD0008S HOPOO1 Hope Works (Pty) Ltd Released quick part retun ZAR
CNODOD107 HOPOO1 Hope Works (Pty) Ltd Released test R
CNO000 108 HOP0O1 Hope Works (Pty) Ltd Released test R
CNO000109 HOPOO1 Hope Works (Pty) Ltd Rekeased test Z8R
CNODOD142 PINOOO1 Pink Shoes Released new credit note R
CNO00D146 Cuso01 Cash Sales Account Released CN90SOCSA 2R
[+] cvoonorss HOPOO1 Hope Works (Pty) Ltd Released HW200 ZR
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6. When you receive the Input Validation message to confirm;
* Are you sure you want to Approve cr note no. CN[credit
note number]?
7. Click on Yes to proceed with the approval process, or
* Click on No to ignore the request and to return to the Sales
Credit Notes listing screen.
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CNO000018 DERO01 Derton / Technologies Released test ZAR
Retums CN0000037 YES001 Young Electric Released 123456 ZAR
CN0000033 SAMOO1 Samanthas Diner Released test ZAR
CN0000042 HOPOO1 Hope Works (Pty) Ltd Released inv0000299 ZAR
CNDODDS4 HOPDO1 Hope Works (Pty) Ltd Released 1234 ZAR
CNDODDOSS HOPOO| S Released test AR
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CND000108 HOPOO) Released test ZAR
CNO0000103 HOPOO| No Released test AR
CNDODD 142 PINDO] Released new credit note ZAR
CND000 146 QUso01 Cash Sales Account Released CN9050CSA ZAR
» CNO0DD148 HOPDO1 Hope Works (Pty) Ltd Released HW200 ZAR
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8. If you have selected Yes on the Input Validation screen, then you will

receive the Credit Note Authorisation message to confirm that;

* Authorisation for Credit Note No. CN[credit note number]

has been successful.
9. Click on OK.
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The authorised credit note can now be viewed in the Sales Credit Note list-
ing screen where the Status is set to Approved.
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