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How to Create a Credit Memo for a Return (Non-Inventory)

G S

If Essential Energy wants to return goods, they will contact you to create a credit memo for the order.

, This guide provides information to assist you in creating a credit memo for goods returned. This
\g/\iﬂé’:ohou'd luse this guide comprises two parts:

e Create Credit Memo for Return of Full Order.
e Create Credit Memo for Part of an Order.

Who might use this
guide?

e Suppliers needing to create a credit memo for a full return on an order (pg.1).
e Suppliers needing to create a credit memo for part of an order (pg.7)

Create Credit Memo for Return of Full Order:

Step lAction

1 After you login, navigate to the Supplier Portal tab.

2 Click on the Supplier Portal app.

Good afternoon, John Wills!

. Y

< Order Management Supply Chain Planning Product Management Supplier Portal

APPS

Supplier Portal
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Step [Action
3 In the Task list, select Create Invoice.

Search Invoices ~  Invoice Number s [o]

Tasks

Contract Manufacturing

i Requiring Attention Recent Activity
» Manage Production Reports Last 30 Days

Vendor-Managed Inventory Agreements opened

=« Manage Inventory

&

=« Manage Replenishment Requests

Orders 2 9

« Manage Orders

« Manage Schedules

» Acknowledge Schedules in Spreadsheet 2
Agreements
W Agreements to Acknowledge
+ Manage Agreements M Schedules Overdue or Due Today
Questionnaires
Shipments M Megotiations Closing Soon

M Invoices Overdue

Manage Shipments

= Create ASN

= Create ASBN Supplier News

« Upload ASN or ASEN Welcome to Essential Energy with new world of Oracle Cloud Supplier
» View Receipts Portal.

View Retumns

Deliverables
« Manage Deliverables H
Consigned Inventory

= Review Consumption Advices
+ Review Consigned Inventory

» Review Consigned Inventory Transactions

Invoices and Payments

= View Invoices

+ View Payments
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Step [Action

4 Enter the mandatory fields:

4a: ldentifying Purchase Order Number
4b: Internal Invoice Number

4c: Insert Date

4d: Select Type as Credit Memo

Submit

Create Invoice @

I * Identifying PO v I@ * Number

o @I Date  27-Nov-2020
Taxpayer ID
* Supplier Site  Port Macquarie v

PO Box 84, Port Macquarle, New South Wales, 2444,

Invoice CUrrency AUD - Australian Dollar

A

Address AU Payment Currency AUD - Australian Dollar
Remit-to Bank Account v .
Description
Unique Remittance Identifier
Unique Remittance Identifier Check Digit Attachments None =
Supplier Tax Registration Number v
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Step [Action

items e

View w E_ Calculate Tax

Select and Add: Purchase Orders

Search Resulis
View w im" Detach
|

Purchase Order Consumption Advice

ﬁa‘:"p;: ¥ilieam Item Description
Number Line Schedule Number Line
° EEQ0000109 1 1 | S1Q0019 Current Meter, Flexi. .
« I

Ship-to Location

Wagga Wagga War. .

S) Select OKk.
£ Warning X
Verify the payment terms. Credit and debit memos are usually set for immediate payment. (AP-810038)
O
6 Scroll down to the heading Items and click on the Add icon.
7 Highlight the row.
8 Click on Apply and then on Ok.

| apply || ox
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Step [Action

9 The item you want to return will appear as -1 in the Quantity field. This means your credit note has been created.
Ship-to Location Available Quantity Unit Price  UOM * Amount
Quantity
Wagga Wagga Wareh. .. -1 -1 310 | Each o -310.00
-310.00
10 Scroll down to see the Invoice Amount.
Totals

Items -310.00

Freight 0.00

Miscellaneous 0.00

Tax 0.00

@ Invoice Amount -310.00
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Step [Action

11

Scroll back up and click on Submit.

) 20 B

12

Click on Ok.

& Confirmation

b 4

Invoice CMEEQODO0D109 has been submitted.

12
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Create Credit Memo for Return of Part Order:
Note: This example demonstrates that 10 was received, 40 was invoiced and 30 was returned.

Step lAction

1 After you login, navigate to the Supplier Portal tab.

2 Click on the Supplier Portal app.

Good afternoon, John Wills!

o

¢ Order Management Supply Chain Planning Product Management Supplier Portal

APPS

;

Supgplier Portal
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Step [Action
3 In the Task list, select Create Invoice.

Search Invoices ~  Invoice Number s [o]

Tasks

Contract Manufacturing

i Requiring Attention Recent Activity
» Manage Production Reports Last 30 Days

Vendor-Managed Inventory Agreements opened

=« Manage Inventory

&

=« Manage Replenishment Requests

Orders 2 9

« Manage Orders

« Manage Schedules

» Acknowledge Schedules in Spreadsheet 2
Agreements
W Agreements to Acknowledge
+ Manage Agreements M Schedules Overdue or Due Today
Questionnaires
Shipments M Megotiations Closing Soon

M Invoices Overdue

Manage Shipments

= Create ASN

= Create ASBN Supplier News

« Upload ASN or ASEN Welcome to Essential Energy with new world of Oracle Cloud Supplier
» View Receipts Portal.

View Retumns

Deliverables
« Manage Deliverables H
Consigned Inventory

= Review Consumption Advices
+ Review Consigned Inventory

» Review Consigned Inventory Transactions

Invoices and Payments

= View Invoices

+ View Payments
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4 Enter the mandatory fields:

4a: ldentifying Purchase Order Number
4b: Internal Invoice Number

4c: Insert Date

4d: Select Type as Credit Memo

Create Invoice @ Submit

I'luemitying PO ESS657441 v I@ * Number CM_ESS657441

Supplier @I * Date 27-Nov-2020 Y
Taxpayer ID i p— ]
| * Type C(edn memo ¥ |

*
SUpPRerSite: | Fort Macquaike Y Invoice Currency AUD - Australian Dollar
Addréss PO Box 84, Port Macquarle, New South Wales, 2444,
AU Payment Currency AUD - Australian Dollar
Remit-to Bank Account v -
Description
Unique Remittance Identifier
Unique Remittance Identifier Check Digit Attachments None =

Supplier Tax Registration Number v
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Step [Action

S) Select Ok.
£ Warning X
Verify the payment terms. Credit and debit memos are usually set for immediate payment. (AP-810038)
O [
6 Scroll down to the heading Items and click on the Add icon.
7 Highlight the row.
8 Click on Apply.
ltems e
View w E_ Calculate Tax
Select and Add: Purchase Orders X
Search Results
View w i= Detach
|
Purchase Order Consumption Advice Supplier It
N:lr)l?bleerr o Item Description Ship-to Location Ordered
Number Line Schedule Number Line
o ESS667441 1 1 | ACCO0002 Ampact Large Head... Port Macquarie Reg... 40
£ >
o Apply | OK Cancel
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Step [Action

Note: This example demonstrates that 10 was received, 40 was invoiced and 30 was returned.
9 Click on OKk.
10 Click on Exit.
Select and Add: Purchase Orders X
Search Results
View v " Detach
|
Purchase Order UOM
ion Ordered Received Consumed Invoiced Unit Price Name Packing Slip
Number Line Schedule
ESS657441 1 1 |Reg,.k 40 10 40 10 Each
< >
o Appl OK | Cancel
11 Insert the return Quantity. In this case it is 30 so we enter -30.
accas . : Available ’ —_.
Item Description Ship-to Location : Quantity Unit Price UOM
Quantity
Ampact Large Head,Yellow ... Port Macquarie Regio... -40 -30 10 Each
N
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Step [Action

12 Scroll down to see the Invoice Amount.
Totals
ltems -300.00
Freight 0.00
Miscellaneous 0.00
Tax 0.00
Invoice Amount -300.00
13 Scroll back up and click on Submit.
Note: As soon as you click on submit, the taxes will also be calculated on this credit memo (as described in next step).
o - |

| Page 12 of 14



—

—

@ How to Create a Credit Memo for a Return (Non-inventory)— Quick Reference Guide

s, B

Step [Action

Totals

Items -300.00

Freight 0.00
Miscellaneous 0.00
Tax -30.00

Invoice Amount -330.00

14 Click on OKk.
© Information x
Tax is calculated. Review the tax lines, make necessary changes, and recalculate tax.
b @ ek
15 Scroll down to view the new Invoice Amount.
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Step [Action

16

Click on Submit.

17

Click on Ok.

+» Confirmation

Involce CM_ESS657441 has been

submitted.

G '

0K
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