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You can issue a credit note to:

• Resolve a dispute on an invoice. 

• Record miscellaneous credit, for 
example, return/cancelation of goods, 
price adjustments, rebates and refunds.

Credit notes can be issued against 
invoices only, not POs. 

To create a credit note:

1.click on the Invoices tab on the main 
menu
2. click on the Create Credit Note button 

Create a credit note
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In the appearing Credit Note popup, select the 
reason for your credit note.

Resolve a dispute

1. Select the Resolve issue for invoice number

2. From the drop-down list, select the invoice 
number.

3. Click Continue to select how you want to 
resolve the issue.

You can choose to issue a credit note :

• to completely cancel the invoice with a credit 
note or 

• to adjust invoice with a credit note

Create a credit note
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Window with creating Credit Note will appear.
You can edit only the following fields: Credit Note #, Credit Note Date and Credit Reason. The other fields 
are pre-populated and not editable so that all the information is carried over from the original invoice.
When approved, the credit will fully cancel the invoice's impact to the transaction.

Create a credit note
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1. Select Invoices page
2. Find View drop-down list to filter what type of columns you would like to be visible
3. In the appearing pop-up, choose “Credit notes“.

Create a credit note
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