Credit Memo

Last Modified on 01/09/2023 4:52 pm EST

Credit Memo Form Definitions
The Credit Memo Form is divided into three parts:

Credit Memo Header - contains information regarding customer number, credit date, branch, category, tax group,
warehouse, credit type, etc.

Credit Memo Body - The body consists of two tabs (Items and Parts) - this is the detail area where Invoice ltems or

Inventory Parts are selected along with quantities and individual item rates for which the customer is being given a
credit.

Credit Memo Footer - In this section the User will select the credit memo description, credit reason, and enter
optional information into the memo field.

A User may credit the customer for Items only, Parts only or a combination of Items and Parts. If your company is

using stock tracking and Parts are listed on the credit memo, the Part(s) will be returned to the Warehouse selected
in the header of the credit memo.

Each section of the Credit Memo form and the fields and information contained therein will be discussed on the
following pages.
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