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This is a guide to show how to credit an invoice.

Step #]1 - Find the Invoice

In the Costing grid find the invoice which needs to be credited.

Charges | Intemal Charges | All Transactions | Totals |
Sales = £250.00 (Chg: 250.00) (Inv: 250.00) ¥ Stacked View  Batch |L
l Client InvMo ChaCode ChgDesc [rate Chgémount ChgCum ChgROE | Inwedmount HomeROE Homesmount  |HomeCur Charge Motes  [Type W atCode WAT ICrealedBy IEredet
D SIGMA0 INWVDOO003 100 Aufreight 27/ 1B 250,00 GBP 1.00 GEP 250,00 1.00 250.00 GBP Irvoice Z 0.00 ADMIN 27/

Step #2 - Add a New Line

Add a new line in the Costing grid.

Charges | Intemal Charges | Al Transactions | Totals |

.. 7 Stacked View _Batch | Unb:
Client InwMNo ChgCode ChgDesc Date Chgémount ChoCurr ChgROE I Coam Irveimavint HomeROE Hometmount | HomeCurr Charge Notes | Tupe WatCode WaT |CreatedBy IEleatad
SIGMADT INVO0D003 100 Airfreight 27/01/16 250,00 GEP 1,00 GBP 250.00 1.00 250,00 GBP Invoice 2 0.00 ADMIN 27/01/201
_| 27/01/16 0.00 GBP 1.00 GEP 000 1.00 GEP Iwvoice 0.00 ADMIN 2701720
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Step #3 - Enter the Information
In the new line replicate the information of the invoice which needs to be credited.
The Type field is the only field which needs to be changed. It should be set to Credit Note.

Save the changes to this line, then click the Raise Line button.

Charges |Internal Cherges] All Ttansecticm] Totals ]
Sales = £250.00 (Chg: 250.00) (Inv: 250.00)

[ StackedView Batch | Unl
VAT |CreatedEy  [Created

0.00 ADMIN 27701720
0.00 ADMIN 27/my20

Invho o ChgDesc Date m hgCur Homedmount | HomeCurr

INYDOO003 100 Airfreight 27/ /16 250,00 GB 1.00 GBP 250,00 1.00 250.00 GBP
a0 Airfresght 27/A6 25000 GEBP 1.00 GBP 250,00 1.00 250.00 GBP
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Step #4 - Raise the Credit Note

Raising a Credit Note will use the same process as raising an Invoice.

r

] Invoice Generation Wizard lﬁj |ﬂ|

wizard | Config | Utiiies | About |

Generation mode Help
Which charges do vou wish to generate into invoices?

Charges to generate: Charge Search options ———————— I

Al pernding charges Job Mumber Search Date: IDate [chal ;I
& A zingle file reference IAEDDUDU?
" An address code [ Afer [ermzoe <]

[¥ Batched charges anly [~ Process recuring charges | | [ Before |2?£D‘I 2016 v|
[~ Charged by user I.&DMIN V|
Taw point date———
[~ Charged by group  |ACCOLURTS A
I2?.-"U1.-"2E|15 "l
= Automatic batching

™ Add to existing batch Date Restrictions: [ lrrvgice curmency IGBP vl

From &ng D ate
| 55000001 - v

To Any Date [ Invoice frequency I v|

B atch azzignmen

[I < Back Mext » | Cancel | IIJ
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Step #5 - Invoices to Generate

Tick the item that you wish to generate the Credit Note for, then click the Next button.

r '
| Invoice Generation Wizard l¢i> J E@g
Wizard | Config | Utiities | About |
Invoices to generate Help
Tick the boxes for the items that pou want to generate.
33 File Ref Harnedmaotint | VEY It D ate
| 2 [# Creditnpte 250.00 0.00 néa |l
LV sIGHAm AEDOO0O7 250,00 [GEP) 0.00 270146
|
p——

< Back | Meut » | Catcel _Hl
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Step #6 - Generate the Credit Note

Click the Generate button to create the Credit Note, then click Yes to confirm the generation.

r '
| Invoice Generation Wizard l¢i> J E@g

| Config | Utiities | About |

Summary totals Help
Confirm the surnmary tatals for vour gelections, then click on the Generate button,

Tax point date: Wednesday 27 January 2016

Surnmary totalz of items that will be generated

Type I Hame Amovnt I WAT Armount I Count | Generate |
Credit Mote 250,00 0.00 1 o
Totals 25000 000 1 The invoices have not yet

been generated. Click an
the GEMERATE buttan to
start the process. Once
complete a surmmary of the
itrvoices created will be
digplayed

|! < Back | Ment » | Catcel _Jl |I
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Step #7 - Costing Grid

The Credit Note should be shown on the Costing screen in pink and it should have an Credit Note number (InvNo field).

Charges ]Intema Charges | All Transactions | Totals |

Sales = £0.00 (Chg: 0.00) (Inv: 0.00) [¥ StadedView  Batch |Unb:

Clienk Inwhlo ChygCode Chglesc Dale Chgmount ChgCur ChgROE InwiCun Irvedimount HomeROE Homedmourd | HomeCurr Charge Motez | Type atCode VAT |C|aahedBy ]Cleated
B{SIGHAN INY 000003 100 Airfreight 27116 25000 GEP 1.00 GBP 250.00 1.00 25000 GBP Invoice z 0.00 ADMIN 27/0/2m
CREOOOOOZ 100  AMeight 270116 2s000GBP 100BBP 28000 100 25000GBF  CedtNote 2 0ODADMIN  2@00/200
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