
Ariba Network – Light Account

Credit Memos



© 2016 SAP SE or an SAP affiliate company. All rights reserved. 2Customer

Submitting Credit Memos Option 1

• Begin the process of creating a Credit Memo by locating the Purchase Order sent to your email address

• Click “Process Order” to Log In to your Ariba Network Light Account, and view your PO and locate the submitted invoice
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Submitting Credit Memos Option 1

• Click on Invoice number 

found within “Related 

Documents”
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Submitting Credit Memos Option 1

• When invoice review screen 

loads, click on “Create Line 

Item Credit Memo” to open 

credit memo creating screen
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Submitting Credit Memos Option 1

• Credit Memo submission screen 

will load.  Populate all required 

fields:

• Unique Invoice Number for Credit 

Memo

• Add Invoice Date (No Backdating 

Permitted)

• All quantity and price 

information will be negative 

(reflecting a refund)
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Submitting Credit Memos – Option 1

• Add comment through “Add 

To Header” dropdown menu

• Make changes to line item 

quantity and tax information if 

necessary

• Click “Next” to review Credit 

Memo before submitting
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Submitting Credit Memos – Option 1

• Click “Submit” to submit the credit memo and complete the process
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Submitting Credit Memos – Option 1

• Review Confirmation sent you your email address notifying that the Credit Memo has been submitted
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Submitting Credit Memos – Option 2

• Begin Credit Memo process by locating the confirmation received after submitting invoice

• Click “View Invoice” to review submitted invoice and begin Credit Memo process
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Submitting Credit Memos Option 2

• When invoice review screen 

loads, click on “Create Line 

Item Credit Memo” to open 

credit memo creating screen
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Submitting Credit Memos Option 2

• Credit Memo submission screen 

will load.  Populate all required 

fields:

• Unique Invoice Number for Credit 

Memo

• Add Invoice Date (No Backdating 

Permitted)

• All quantity and price 

information will be negative 

(reflecting a refund)
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Submitting Credit Memos – Option 2

• Add comment through “Add 

To Header” dropdown menu

• Make changes to line item 

quantity and tax information if 

necessary

• Click “Next” to review Credit 

Memo before submitting
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Submitting Credit Memos – Option 2

• Click “Submit” to submit the credit memo and complete the process
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Submitting Credit Memos – Option 2

• Review Confirmation sent you your email address notifying that the Credit Memo has been submitted
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