[Data Entry of Creditor Adjustment (Credit) Notes – Supplier Credits]



Supplier Adjustment or Credit Notes/Tax Adjustment Notes can be entered two ways, via Voucher Entry or Supplier Credit Processing, depending on how the Invoice is processed, and what the credit is for.

If the credit concerns quantities off a Purchase Order (items supplied incorrectly, sent back and / or re-supplied), process it through Supplier Credit Processing, and it will automatically deduct it off the Purchase Order quantity, so you can receipt further against it.  And, the history of the transactions will be recorded against the Purchase Order.

If it is just a money difference (overcharge), process it through Voucher Entry.

Ensure you are in the correct entity.

Navigate to the Supplier Credit Processing in the Purchase Order Transactions Menu. 
Fields indicated as mandatory (Red Label eg. Supplier, Credit Reference etc.) require data input, where other fields (Back Label eg. Supplier Invoice No, Our Order No etc) do not necessarily require data input, but can be changed.
SCREEN 1 – SUPPLIER CREDIT
· Supplier - Type in the supplier’s code, found by using Search facilities or from your paperwork attached.  

· Credit Reference - Type in the unique credit reference number for this credit.  
· Credit Date - Either type in the actual date of the Invoice itself if the Invoice is in the current month, or enter  the actual date the credit was raised (eg today) or if the actual Invoice is in an ‘old’ period enter the first date of the current period as the Credit Date.   

· Reference -Type in the Purchase Order Number and a brief description or something that will be meaningful when enquiring on this Supplier Credit in the future  Eg:  “PO: xxx, CREDIT ON INCORRECT SUPPLY”.

· Pay to Supplier - Will default with Supplier Code for step 1 – or enter another Supplier code here if the Pay to Supplier is to be different to the Supplier code. 

· Skips over Post to Account - “Yes”.
· Control Account - Is a display field and will default with Control Account set in Supplier Maintenance process for this supplier.

· Suppliers Invoice No - Type in the Invoice number that the credit concerns.  (If the number is incorrect or not entered, it will tell you). If there is no Invoice Number – you can leave this field blank.
· Our Order No - Type in the applicable Purchase Order number. (If the number is incorrect or not entered, it will tell you) If you do not wish to reference an Order Number here, leave this field blank.
· Update Receipt Qty - Check for Yes to alter the quantities on the Purchase Order. 
· Withhold - Check for Yes if you need to withhold tax from the Supplier because of non supply of an ABN. 
· Claim Date - Type in the date the credit is claimed for.  Most likely will be same date as Credit Date above. 

· Document Date - Type in the actual date of the credit.  This will usually be the same as the entered date unless the invoice being credited is in a closed off month. In this case you should enter the Document Date as the first date of the Current period.    

· Due Date - Is the date the payment will be due for vouchers generated by this Credit. This will be automatically created.
· Discount Date - Is usually system calculated.  It is the date that if payment is made on or before then the discount amount can be deducted from the payment.

· Credit Total - Type in the total value of the Credit, including GST.

· Non-Disc Amount - Leave blank unless this refers to any amounts on the Invoice that are non-discountable. 

· Discount Amt - Leave blank unless there is an amount of discount applicable to the voucher generated by the Credit Note.
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Figure 1: Supplier Credit Screen of Supplier Credit processing process.
SCREEN 2 - PRODUCTS
For any stock items returned, purchased on Products Screen of the Purchase Order.  If applicable, continue entering details in this screen.  If this screen is not applicable, go to Services screen.
· Suppliers Product Code - Type in the applicable code of the item returned.  Press ENTER or TAB.  Once entered, the Our Product code field and Product Description field displays the details of “our product Code and Description” automatically 

· Entity - Indicates the entity you’re in.  Ensure correct.

· Reason - Use drop down list to make your selection.

· Credit Qty - Type in the number of items for credit.

· Qty Returned - Type in the number of items returned, might be same as above. You might request a credit for 10 items, but only return 8 items because 2 items are broken.  In this instance Credit Qty would be 10, Qty returned would be 8.
· Price Per - Appears automatically, leave. 
· Unit Cost - Pre-set value appears.  Leave or over-type if applicable.

· Discount - Just Enter/Tab over.

· Tax Code - Select applicable code. 

Once entered, the “Value” is automatically calculated and goes onto Line 2.  Continue if required to enter further items for credit by clicking on the Next Row button.
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Figure 2: Products Screen of Supplier Credit Processing Process

SCREEN 3 - SERVICES
For any materials, services or anything purchased via Services Screen of the Purchase Order. Leave this screen blank if it does not apply to this Credit.
· Service - Type in the applicable service code from the Purchase Order that the return relates to.  

· Job No - Enter the correct job number. Leave blank if no job Number was entered on the original Purchase Order. .

· Activity - Type in the applicable activity code. Not required if Job Number not entered.

· Return Qty - Type in the quantity of items returned.  

· Unit Cost - Type in the unit cost applicable.
· Tax Rate - Select applicable code.

Once entered in, the “Billed Amount” is automatically calculated.

· Under “OK” do not check (for No) if the line is not finished, if you have to receipt against it again, or Y (for Yes) if the line is complete once and for all.  Press ENTER.

Once entered in, click on Next Row to enter another item of Service or Material if required. 
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Figure 3: Services Screen of Supplier Credit Processing Process
SCREEN 4 – GL DISTRIBUTION
· G/L Account - Enter a General Ledger account to put any other distribution to, that is not associated with a Product or Service.
· G/L Entity – Enter an Entity code to which this extra distribution will be costed.
· G/L Tax Code – Select the applicable tax code from the drop down list.

This screen is usually left blank.  

Check that the Total Entered amount agrees with the Credit Total amount.
You may need to go back to previous screens to check data entry.  

When everything is OK, Click, on Save.  Note down Voucher Number.
Click Print to obtain a print out of this supplier Credit if required.

Exit process.
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Figure 4: GL Distribution Screen of Supplier Credit Processing Process
SCREEN 1 – VOUCHER ENTRIES

Credit Voucher Entries are used to adjust a Creditor’s Account where they may have overcharged you for a non stock item. 
·  Voucher - Leave this field blank at this stage.  When you have entered all required data into this screen and clicked on Save button at the bottom left of screen a Voucher Number will automatically be created. 
·  Type - Select Credit type. 

· Creditor – Supplier - Type in the Supplier’s code, found by using Search facilities or from your paperwork.
· Pay to Supplier - Will default to same code as Supplier.  Leave as is, or change if the Pay to Supplier is different. 
· Control Account – Will default with Control Account set in Supplier Maintenance process for this Supplier.

· Bank Account and Discount Account are display fields and will automatically default with details from Supplier Maintenance process.
· Transaction – Reference - Enter a short description which is relevant to this Credit. Eg. Overcharge Inv xxx.
· Transaction – Cheque Number – Is not required in this instance and will be grayed out.
· Transaction – Packet and Cost Spread – Usually left blank unless the credit being raised references a Packet Number.

· Transaction – Description – Will default with details of Supplier code, Voucher type and Reference.  Can be overtyped if a more meaningful description is required.
· Date – Trx Date – Will default to today’s date.  This is the date of the transaction being entered.
· Date – Doc Date – Will default to today’s date.  This is the actual date of the voucher if it is not today’s date.  Either type in the actual date of the Invoice itself if the Invoice is in the current month, or enter  the actual date the credit was raised (eg today) or if the actual Invoice is in an ‘old’ period enter the first date of the current period as the Credit Date
· Date – Due Date – This is the date that payment of this Voucher is due on.  
· Date – Discount Date – This is the last payment date for which the discount (if any) is specified will still apply.

· Amount – Trx Amount – Type in the total value of the Credit, Including GST

· Amount – Non Discount – Refers to amounts that are non discountable eg freight duties etc. Balance will have the discount % applied to arrive at a discounted amount due. Usually left blank.
· Amount – Discount – Amount of discount that will be deducted from the Invoice is payment is made before the discount date. Left blank if no discount amount applicable.
· Amount – Withhold – Check for Yes if you need to withhold tax from the Supplier because of non supply of ABN.
· Account - Enter the General Ledger Account that will be used for this credit entry.

· Job – Enter a Job number here if the Credit being raised references an existing Job.  Leave blank if no Job 
· Activity – Only asked if a Job Number is used in the previous field.  

· Entity – Will default with entity you are in. 
· Detail – Will default with Supplier Code, Voucher type and Reference. Can be overtyped if necessary.

· Tax Code – Select applicable tax code.
· Amount – Enter Total Amount of this Credit.

Click Save.  Note down Voucher Number. 
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Figure 5: Voucher Entry screen
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