Detailed Procedure
Applying a Credit Memo to an Invoice

Aeelzing a Credit Memo to an Invoice

After the credit memo has been completed, you should apply the credit memo to the original
invoice. By linking the two transactions together it will either reduce the balance on the
invoice or cancel the invoice.

Navigate: Transactions — Transaction Summary

Step 1: Recall the completed Credit Memo

a) Navigate to the Tool Bar and click on The screen below will be displayed.
the Torch icon

b) Enter search criteria for your credit E.g. enter the credit memo number in
memo the Transaction Numbers field.
¢) Click Find. The details of the credit memo will

now appear in the Transactions
Summary screen.

Ensure this is the correct transaction
by clicking on the Open button should
you need to.
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Step 2: Applying the Credit memo to the Invoice

The next process is to link the transactions together.

|»

Source Operating Unit Legal Entity Mame Murnber Bill To Customer

. tanual Invoice)

Carnbridge University Carnbridge University 791965 BOES BOOKS

4 3

Applications Adjust Credit Copy To Incomplete
Ingtallments | Orwerview J [ | Open

e) This will display the Applications screen where the Invoice details are entered.

O Applications - 781968

Customer Mame |BOBS BOOKS Unapplied (120.00)
Customer Number 201843
Location | AG-CAMBRIDGE

Amount  (GBEP (120.00)
Exchange GainfLoss
Applications %
=
Apply |Saved Anply To Installment || Apoly Date Amount Applied Discount Balance Due Custorner || GL Date Reversal &
- [ | 201643 =]
1] 3

f)  You can manually enter the invoice number or use the list of values and search for the
invoice in the Apply To field.

g) Press the Tab key and this will pull through the invoice details.
h) Click the Save icon and a tick will populate in the Apply box.
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