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Purchase Credit Memo

A Purchase Credit Memo is required when the Company is returning some purchase goods back to the Vendor due to some damages or manufacturing defects.

Creation of Purchase Credit Memo

Steps: Departments/Purchase/Order Planning/Purchase Credit Memo
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Purchase Credit Memo consists of the following fields:
· General
1. Buy from Vendor No- Manually Choose the Vendor.
2. Posting Date- Insert Manually.
3. [bookmark: _2.11._Update_Inventory]Vendor Cr. Memo No- Insert Manually.
[image: ]
· Lines
1. Type- Item
2. Go to HOME Ribbon and Choose Get Posted Documents lines to Reserve.
3. Choose the Posted Order to be returned.
4. Amount-Manually insert the Quantity.
5. Reason Code- Insert Manually the reason of the return.

· Invoicing
1. Payment Terms Code- Manually Insert.
2. Due Date- Insert manually.
3. VAT Bus. Posting Group- (Auto Inserted). 

· Shipping
1. Location Code- Manually choose the location.

Then POST the Credit Memo from the HOME Fast Tab.
Sales Credit Memo

A sales credit memo is typically used when a customer returns an item, but it can also be used to give a customer compensation such as a sales allowance and to correct an erroneous invoice.
If you use the invoicing features, it is a good idea to use credit memos too. They make it easier to manage your receivables.
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To create a sales credit memo
[bookmark: _GoBack]
1. In the Search box, enter Sales Credit Memos, and then choose the related link.
2. On the Home tab, in the New group, choose New. Create a new sales credit memo.
3. Fill in the No. field.
4. In the Sell-to Customer No. field, enter the number of the customer that returned the items.
5. You can fill in the lines manually, or you have two options for filling the credit memo lines automatically:
· You can use the Copy Document batch job to copy an existing document to the credit memo. Use this function to copy the entire document. It can be either a posted document or a document that is not yet posted.
· You can use the Get Posted Document Lines to Reverse function to copy one or more posted document lines from one or more posted documents. This function’s purpose is to allow you to exactly reverse the costs from the posted document line.
6. On the Invoicing FastTab, you can see the other information that was copied from the customer card. If you want to post the credit memo to a different customer than the one specified on the General FastTab, enter the number of that customer in the Bill-to Customer No. field.
7. You can compare the credit memo to the original posted document, for example, in the Posted Sales Invoices window.
8. In the Posting Date and Document Date fields, enter a date.
9. On the credit memo lines, enter information about the items that have been returned or the sales allowance that will be sent.
You can apply the credit memo line to a specific item ledger entry, job entry, or service entry, and you can assign item charges cost to it.

If the Return Receipt on Credit Memo field is selected in the Sales & Receivables setup, a posted return receipt will be created when the credit memo is posted.






For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. 
Vertex Systems, 460 Polaris Parkway, Columbus, OH 43082 
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