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

Why should I use this 
guide? 

 
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 
guide comprises two parts: 

• Create Credit Memo for Return of Full Order. 

• Create Credit Memo for Part of an Order.  
 

Who might use this 
guide?  

 

• Suppliers needing to create a credit memo for a full return on an order (pg.1). 

• Suppliers needing to create a credit memo for part of an order (pg.7) 

 
Create Credit Memo for Return of Full Order: 
 

Step  Action 

1 
 
2 

After you login, navigate to the Supplier Portal tab.   

Click on the Supplier Portal app.  

  

1 

2 
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Step  Action 

3 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

In the Task list, select Create Invoice. 

  

 

3 
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Step  Action 

4 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter the mandatory fields: 

4a: Identifying Purchase Order Number 

4b: Internal Invoice Number 

4c: Insert Date  

4d: Select Type as Credit Memo   

 

 

 

 

 

 

 

 

4a 4b 

4c 

4d 
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Step  Action 

5  Select Ok. 

 

  
 

6 

7 

8 

Scroll down to the heading Items and click on the Add icon. 

Highlight the row.  

Click on Apply and then on Ok. 

 

 

 

5 

7 

6 

8 
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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. 

 

 

10 Scroll down to see the Invoice Amount. 

 

 
 

9 

10 
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Step  Action 

11 Scroll back up and click on Submit. 

 

 

12 Click on Ok.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

11 

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  Action 

1 
 
2 

After you login, navigate to the Supplier Portal tab.   

Click on the Supplier Portal app.  

 

  

 

 

 

1 

2 
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Step  Action 

3 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

In the Task list, select Create Invoice. 

  

 

3 
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Step  Action 

4 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter the mandatory fields: 

4a: Identifying Purchase Order Number 

4b: Internal Invoice Number 

4c: Insert Date  

4d: Select Type as Credit Memo   

 

 

 

 

 

 

 

 

4a 4b 

4c 

4d 
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Step  Action 

5  Select Ok. 

 

  
 

6 

7 

8 

Scroll down to the heading Items and click on the Add icon. 

Highlight the row.  

Click on Apply. 

 

 

 

5 

7 

6 

8 
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Step  Action 

 

9 

10 

Note: This example demonstrates that 10 was received, 40 was invoiced and 30 was returned. 

Click on Ok. 

Click on Exit.  

 

 
 

11 Insert the return Quantity. In this case it is 30 so we enter -30.  

 

 

9 

10 

11 
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Step  Action 

12 Scroll down to see the Invoice Amount. 

 

 
 

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). 

 

 

12 

13 



 
 

 

| Page 13 of 14  

 

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

Step  Action 

14 Click on Ok.  

 

 

15 Scroll down to view the new Invoice Amount. 

 

 
 

14 

15 
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Step  Action 

16 Click on Submit.  

 

 

17 Click on Ok. 

 

 

 

16 

17 


