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Goods Order Credit Note 
Processing
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Goods Order Credit 
Note Processing

How to Submit a Credit Note 
against an Invoice for a Goods 
Purchase Order in SAP Business 
Network

Credit notes can be issued for:

1. Goods returned

2. Overcharge
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1. From the SBN Home Page, navigate to Invoices and select 

Invoices from the drop-down selection.

2. Use the filter option to search for the invoice that the credit 

note must be entered against

a. Enter the invoice number

b. Select Partial or Exact match

3. Click on Apply

Select the Invoice to be Credited
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5. The selected invoice will be displayed

6. Click on Actions

7. Select Create line-item credit memo 

8. Enter a unique Credit Note Number

a. This field accepts capital letters only

b. Specific special characters, and

c. Cannot be longer than 16 characters

9. Credit note cannot be back dated, must be 

current date

10. The original invoice and date will be displayed

11. Review your ABN to ensure it is correct

Enter Credit Note Details
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12. Use the toggle under Include to exclude lines you do not wish 

to include in the credit note

13. Enter the Quantity you wish to credit in the Quantity box if it is 

not a full credit

14. The tax details will match the previously submitted invoice

15. Click on Next

16. Review the invoice details on the next screen

17. Click on Submit

Enter Credit Note Details and Confirm
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