
PUBLIC

National Grid
Creating a Credit Memo



2Public

1. Once you locate your previously submitted invoice 

and are reviewing its details, click Create Line-Item 

Credit Memo.

**NOTES

• National Grid only accepts line-item credit memos with quantity 

adjustment.

• Credit memo number specifics:

• 16 characters maximum

• May be alphanumerical

• No special characters allowed

• Attachments are required on credit memos

• National Grid requires suppliers to provide supporting 

documentation for credit memos
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2. On the Invoice Header Summary (credit 

memo) fill out the following information:

a) Credit Memo Number
Maximum characters: 16

Numbers: allowed

Letters: uppercase & lowercase 

allowed

b) Select a Credit Memo date
Credit Memo cannot be backdated 

more than 3 days

c) The invoice you are crediting will 

populated automatically
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4. Continue to fill out/edit any additional information:

d) Shipping

e) Additional fields

◼ No fields are required here, but if desired, you 

may complete.

f) Comments

◼ You provide a reason for your credit memo

g) Line Items

◼ You will have the option adjust the quantity you 

are crediting 
(number will be displayed in negative form)

5. Click Add to Header and select Attachment
As a reminder, your credit memos must contain at least one 

attachment.

You can also add any of the other items listed:
Tax

Shipping Cost

Special Handling
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5. Continued

h) An Attachments section will populate 

between your invoice Additional Fields and 

Line Items. Click on Browse, to locate your 

file, select it and then click Add Attachment.

i) To confirm your file has been attached, you 

will see it listed as a line item, wit the option 

to delete.

*Please note, your file name must not contain any 

special characters.
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6. Once you are done filling out your credit memo 

template, click Next on the top or bottom right.

7. Review the details of your credit memo.

8. Once you have verified the information and are ready 

to proceed, click Submit.



Thank you.
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