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STEP 1. To create a Credit Memo, you need to access the proper PO and select the invoice attached to the PO as a related document:
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STEP 2. Select the „Create Invoice” button and choose „Line-Item Credit Memo”.

STEP 3.  Please check the appropriate invoice and click „Create Line-Item Credit Memo”. 
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STEP 4.  Please choose “Quantity Adjustment” or “Price Adjustment” and fill required fields in the “Summary” section.
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STEP 5. If there was a special handling amount added to the invoice, it will appear on Credit Memo note automatically. If it’s not
required, you can remove it using “Remove” option on the right.



Credit Memo

6

STEP 6.  According to the option ticked previously (step 4) you will be able to enter the Quantity for “Quantity Adjustment” or Unit Price 
for “Price Adjustment”. If there is no action required in the “Tax” section, you can remove it using “Remove” option on the right.

Quantity 
adjustment

Price 
adjustment
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STEP 7. Here you can preview your credit note. If all included data is correct select „Submit” to send the document.

Credit memo is now attached to
the PO in “Related Documents”
section.


