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Credit Memos

HaulWare allows the process of unposting an invoice, correcting the invoice,
then reposting. This flexibility makes credit memos to only be necessary in
rare occasions. For example, if a customer due credit for something that is
either not related to a specific invoice, or for an invoice that is in a closed

Financial Period, then a credit memo is necessary.

Start Screen Location - Main Menu > Accounts Receivable > Credit Memos

-

@ Invoicing - Last Modified: 5/12/2016 By: kweeks o B =R
Invoice Bill To
104 Anderson Dairy V4 104
- 17| grerreey == I /]
nderson Dairy Anderson Dairy
12154 NE 215th Street 5/12/2016 | =|| 12154 NE 215th Street
Battleground WA 98604 Battleground WA 98604
Job = 0 Period Endin.
5143-New Cow | | lw| 5/12/2016
Date Ticket Truck Qty Units Description Rate Amount ST
p| os/12 | [ [ 1.00] |write off balance of Inv 13]  ($2,625.00)] ($2,625.00) [00
Total | ($2,625.00) |
4 I} »
7 FuclSwcharge 50,00
zi Total Tax £0.00
] Paid [ (s2625.00)| == Balance Due |
| New ||] Delets ||| Ed ||| Image II Apply |I] Print... Ilpuplicauilgnpost ]II Done |

Customer - May be selected by entering the customer number in the upper
left box or by selecting the customer by name in the drop down.
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Bill To - Billing address for the customer. May be selected by entering the
customer number in the upper left box or by selecting the customer by
name in the drop down.

Credit Number - System-generated.

Credit Date - This date will determine what Financial Period the credit will
be posted to in your General Ledger.

Job - Select the Job related to this credit memo.
Order - Select the Order related to this credit memo (if necessary).

The remaining fields are self-explanatory.

Revenue tab

Detail out your credit to your customer. Enter at least a quantity,
description, and rate on the credit line. After your entry, the Amount field
must display as a negative number in parentheses (). If you do not have a
negative number in the Amount field, then this will not count as a
credit. If it does not display as a negative number, delete the line and re-
enter.

To delete a credit line, you will highlight empty box on the left-most end of
the line, then click the Delete key on your keyboard, NOT the Delete
button at the bottom!

To edit a credit line, double-click on the empty box on the left-most end of
the line. Another window will display allowing you to edit any of the
available fields, as well as the breakdown of the GL Distribution.

The S checkbox is checked when that revenue line has Fuel Surcharge
applied to some or all of the revenue amount.

The T checkbox is checked when that revenue line has Sales Tax applied to
some or all of the revenue amount. You must have a tax code selected in
the Tax Jur field in the header for a sales tax to be calculated.

Below the line items and revenue subtotal are Fuel Surcharge and Sales Tax.
If any of the S or T checkboxes are checked, you should have an amount in
those associated totals. If you do not, please check your Fuel Surcharge and
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Sales Tax tables and be sure you have rates for a date range that your

credit memo date is

in.

Enter one or more of these credit lines to complete your credit memo.

Print/Email and Post your credit memo (as you would with an Invoice) to

complete the process.

Appl redit Mem

Note: Once the Credit Memo is posted, the Apply button

Start by clicking the Apply button.

will be available.

& Spply AR Credit Memo 23
Date to Apply Credit Memo: Img =
| Invoice Number Date Balance Apply Amount
r |1 5/24/2013|  $3,804.05 | $0.00
I~ [130524-06 5/24/2013 |  $1,287.64 $0.00
I~ [130524-07 5/24/2013 $3,814.05
I~ [130527-02 5/27/2013 $1,287.63
v |131228-01 12/28/2013 $2,625.00
_rf@ 140210-19 2/10/2014 $169.84
I~ [140210-20 2/10/2014 $6,000.00 .
I~ [140210-22 2/10/2014 $1,375.00 | $0.00
I~ |140508-02 5/8/2014 | $15,812.50 | $0.00
™ |140529-01 5/29/2014 $400.00 | $0.00 L
I~ |140529-02 5/29/2014 | $125.00 | $0.00 1l
I~ [140707-01 7/7/2014 $750.00 $0.00
I~ |141016-01 10/16/2014 $240.00 $0.00
I~ [141114-15 11/14/2014 $2,200.00 $0.00
I~ [141114-16 11/14/2014 $125.00 $0.00
I [141114-17 11/14/2014 $85.00 $0.00
I~ [141114-18 11/14/2014 $125.00 | $0.00
I~ [150113-02 1/13/2015 ($15.00) | $0.00
I~ |160106-01 1/6/2016 $650.00 | $0.00
" [160205-06 2/5/2016 $137.50 | $0.00
1 Invoices to apply Total Applied: $2,625.00
Credit Memo: $2,625.00
Balance Left: $0.00
Post to Invoices || Cancel || =

1. Select one or more invoices to apply the credit memo to

2. Do not apply more than what is available

3. After selecting what invoices to apply the credit memo to, Click the

Post to Invoices button.
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Postto Credit Memao

u Post Credit Memo to selected invoices?

=

YesL | |__No { [_cancel {|

Click Yes to Post the Credit Memo to the Selected Invoices.

- 4

Systern Message

u 1 invoice applied.

EEp™| b OK.. 4

Click OK to complete to process.

You may check the Payments tab of the credit memo as well as the invoices
to verify the credit memo application.

Log tab - Displays a list of system generated and manually entered log
notes. See Log Notes for more information.

Comments tab - Area for single comment that appears on the printed
credit memo.

Custom Fields tab - See Custom Fields for more information.
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